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FOREWORD 



, The emphasis of stgff development in the Rural America Series differs from most traditional 
efforts because.attenti(Jn is focused.on assisting^// individuals involved in any .way with delivering 
a career guidance program. Staff development lead£r§ need new and expaqded ways of provjding 
opportunities for all personnel to grow. A staff development program should not attempt toshape 
or fit individuals trrtp a prescribed'mibld, but should act upon the identified need's of the individual. 
The procedures described in, this handbook can be readily adapted for use in staff development 
effprts by all rural schools. . • ^ 

• These Materials could not have been cjeveloped without the assistance of many persons. SpecPal 
appreciation is extended to John £. Meighan, Director of the Tri-County Career Development Pro- 
gram, Nelsonville, Ohio, and Samuel C. Heady, Assistant Program Director, for setting up a develop 
ment workshop which was attended by the program's eight career development coordinators including. 

Richard G. Bowman " * % * ' 

Roger F. Combs ' , * 

♦ Elizaheth'H. Elmore - 

Cindy Lane Hartman » . fc 

Da^id Lott 

Ronald L. Motter • 

* Jacalya R. Osborne . • * t ; * 

, Barbara Wolfe \ * 

** ' . * * - ■ * " " T : - 

' The creativity of these people*is especiaHy*feflected in Chapters VI and VII. 

Center afaff members whose dedication to providing practicality and quality to this handbook 
ar^Valija,A*^elrod v Hapry N. Drier, Karen S. Kimmel;iMary Korfha^e, and Kariri S. Whitson. . 

'We hope you find this handbook to- be practical ^and usefis^. 1 v 
f : J. " ' . ' ' -f ^ " - ' • . 

* fc . C' " - ■ Robert E. Taylor * m 

* '■ ' * ' , Director. . * . > 
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• ' . . . CHAPTER I . , . . 

t INTRODUCTION . , - " « 

The ongoing preparation of staff members^teachers, counselors, parents, community members, 
and students) for their expanded rbles anc^ responsibilities is vital to the success of a pareer guidance 
program. Staff development fe key to any effort designed to effect program change. 

* . This handbook was develppedln .response to tfie need for direction fa planning and conducting 
in-service education programs.* lys intended orimarify for those responfible for the staff development 
element of a career guidance program, especially at the local school districUevel. 

There are three m^jor assumptions which guided the development of the handbook: 

The local school administration and'bo^d 6f education are committed to implementing a 
career guidance program in the school district.' (See planning and Ifnpletnpntation Hand- 
• book in this series.) „ A 

2. A coordinator 3nd planning committee for the career guidance program hcfl/e been or will ■ 1 
• ' be appointed tQ direct the program and provide overall program leadership. 

3. A staff development leader end staff development committee have been or will be selected . 

* tb plan, organize, 'conduct/evaluate, and follow up in-service programs. , ^ 

Staff Development Leadership- ' , v . i 

The*staff development committee-shoutd be- a representative group that is small enough^n num 
«ber to be workable and yet provide a cross sectionpf community Members and school personnel. A 
supgesrted committee wjDuld consist of a committee leader who m^y be a career development coordi 
nator, a counselor or a.person in a comparable position, teachers representing each level, (i.e., ele 
mentary junior high of mFddle school, and senior high school), and administrative representative, and 
three community members wKo may be parents and/or business and industry representatives., 

Regardless of the size of the community, there will, in all likelihood, be a shortage of persons 
with expertise in tbfc'*field of career tjmdance as well as in areas supportive of career guidance. Several' 
school districts, whether they have formal career guidance programs or not, could cooperate to help 
-expand the number of persons available to aid in staff development efforts. 



The staff development committee leader may need help in profiding ongoing ir\ service to staff. 
. A cadre of trained staff can be u9?d for this purpose. Qlfie portion of the cadfe would be designated 
as building staff development leaders. One Jndividual from each building would be selected as tfie 
person responsible for making sure'each school receives the necessary in service based upon the needs 
of staff irf that building. The district staff development leader would be abje to meexswith^acK of the 
" building people on an ongoing basis and train them in the clreef guidance program proc^ses. The 
,buildjng repifesentativas would in turn go back to their schools and train the stpff there. By (Jbnfjuct 
ing staff development programs in this manned the district staff development leader would save trme 
by not having to' make contact with each building. 
r . >< y 

Another portion of the cadre could be made up of s^aff members who a'r.e competent irl various 
* teaching, method such as simulation, role playiftg, or use of particular career-guidance materials. Once 
these staft members are identif ied^they could be used one periodic basis to in-Service'other staff. 
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The members of the cadrecould be selected by using various techfiiqujes. A survey form coujd 
be administered to eaph staff member in the district. This Questionnaire *v$uld ask wftetherthe , 
person is interested in faking a leadership position, whajt types ot skills he/she already possess, what 
career guidance activities he/she has been involvefWrfTetc. * . ^ ' 

^ After jniti^I screening has taken place through analyzing the survey results, additional ihforma 
, tioh should be sought^ to help in firfal selection. ClassrOom observation or talking-wlth the.individu^J 
*/vou Id enable the person making selectron v to determine various personal characteristics (leadership, 
•creativity, efc.) of the one Ibeing considered. * '* 

Another way hi selecting a building staff development leader is,to ask the principal and perhaps * 
staff members for their recommendations. „ . * 

-State universities or locaJ colleges-are other sogrcesof staff "development personnel. 

StafWevelopmen t Overview - ^ t ° - ( * 

The expansion of career guidance in alopal school-district beings a neywset of needs on the part 
, of all staff. The need for,s^ff development will be easily rdentif,ie<^not only ajnong professional ^ 
educators, but also among the community leaders, parents, and stude.nts who will be involved in the 
planning and implementation of the career guidance program. The willingness of these staff rnembSrs 
to perform depends on the degree to which they understand andwe-enthusiastically committed to. 
the program and on their confidence in their skills or abffliti^s. It is these factors which introduce the 
heed-for staff development. 0 ' * 

Input from those who will be served by*a staff development program is essential* tcfthe success 
' of that program. In order tci-establish goaIs*and objectives fqr.a particular staff development pro % * 
gram, the planners must .be aware of what the'staff members fee) are their needs. ^A' list,of compe , ^ 
tencies required by staff may facilitate, identification of staff needs (Appendjx'A). £taff members,, ; . 
, may discover, upon looking ove/ the list of competencies,' that fhey already possess some of the re 
• quired competencies and need to acquire others. ^ t ' % ' 

When the staff development needs have been established, they can be translated into goals and. 
objectives for in service education-. Once this has been accomplished, the search for resources and 
methods for ^obtaining the goals will begfn. ^ \ • " * *- ^ 

Staff develqomeit can be obtained individually or conducted in *mall and large group sessions. 

The staff development leader may need to contact individuals on a one to one t^asis iff order 
*o provide in service education. This situation is Kkehy to arise when the career. guidance prdgram is 
in the developmental.stages and release* time from regular job responsibilities for' staff h'a&not b^en 



arranged. Further, the one to^one-app'roajfci can be helpful when an indivudal staff member needs ^ 
special assistance. p. ^ * * y - 

1*1 i *_! > 



Small group s^ssibns are useful for teaching a limited number of individuals the kpowlecige^nd 
skills required for accomplishing a certain task. Sometimes,sma1l group sessions aeejdesigned to meet 
shared needs of an identifiable group of individuals. * , 

. ^ ^ 
Large group sessions are used for presenting information to a large number of .individuals. Ef 
"ficiency in terms of cost and time is a primB consideration in selecting tins approach. Ereqyently, 
orientation to carpe* development *ancl to the career guidance program is presented fnyarcje group 
sessions. • . " • > * - * - 
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'Existing instructional and audiovisual, materials can be used .to facilitate any of the above ap- „. 

■ preaches. Existing instructional materials include programmed instruction which can be made 

Available for use by staff members. Eor"descnptions of materiaisNwbich have been produced for use 

in sta v ff developmeat A see the oompamon.publication in thi$ series Career Guidance Resources, 

• * * ** * * * 

Tbe^riediuip ofaudiovisual materials has cdfne to the fore as an-instruction^l technique in re- 
cent years. TheSSmaterials (6.g,, filmstrip, slide tafre, and video taps) can ^effectively incorporated 4 
into any staff development session. . ^ * * ■ , *' . * „ • f 

; .y ' ^ * • . / b * \ • , — 

Colleges and universities frequently o/fer extension courses whidh can be elfective-in meeting 
staff development needs. They are frequently more structured and formal than other types of pro*' 
grams and can he tirpe consuming forjhe participants. However, they m^y. also provide ah excellent 
-opportunity for staff tb upd ataman d enhance old skills and develop new ohes.. These services are \, 
^ometinries designed in response*to requests and may*be offered ,at a local school site. * * 

. A consensus is npt reached in .the literature regarding ihe optimum format.for in-service 
•^education. .SpHedutfng, duration, and amount and typeW "structure in the program vary ? * , 
in botftreptfmmgndatiorts and practice (Ganscfiow, et alVl973). 

i^owevepHr is obvious from this deciston that 'regardless of par^cular staff development needs,* thete t *, 
is arv^mjndance of resources and Yriethods for usp in mSeting those needs. 1'Each sftufltion (i« | 
ser<nce) is Completely different, and those items that meet the n^eds for a particular location . . .. 
should be considered" '(Washington St^e, : 19.73).' The unique qualities ^otthe^rural community as 
described in^this series companion document $ttete*of the Art Rev&w must al$0 betaken into con* * 
siderationHn the staff development planning process, * * ' \ ^ ' . / \ , 

, * ^Workshops are^probabty jHe ichost corpnfbnly used staff development mediug> today. Among 
workshops, a certain amounJL of diversify ekist§! They rrfa^e^condu&ted for one day or'for as piany* * 
days a^ are^necessary. They may be conducted by internafresource persons or consultants obtained 
externally. They may be directed at a multi^egmented population (e:g., administrators, teachers, - 
counselors, ancf parents) or at^pn^small specific segment of a populatio^i {e.g., junior high school 
counselors)., Effective in service, workshops require advance planning and coordihation of facilities, 
schedules, budget, resources, time„and*personr^el. They also have tjie potential for^being extremely • 
successfuljn effecting change. < ' ' \ 

About Tftis Handbook * • - k ; , 

^/ ^Chapters*! I, ll^and lV are designed to assist individuals respor^ible-fo^staf^evelopmenttin 
planning, conducting, agd evaluating staff devetopr^ent workshops. The procedures described could 
be adaptedtor use in other st^ff development ef.forts or m developlfifg the staff development program 
,as a whofe/ The remaining chapters present a variet^/of sugg^tgd inj^xy^ead^s^Xhapter^V identf^ 
fies § number of % staff development tppi<^ *and related, activifies based upoti program process and sup- 
portj:omponents. A unique in service application whr^h uses students as in service teadprs is pre- 
sented in Chapter^ I. Suflge§ted roles and responsibili^fes o^vari6^s publics involved in tt)e career/ . 
guidance program and workable ideas for providing in service education are provided in ChapterYH. * 
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An in-ssrvice education program should consisf of systematic efforts dpsjgned to^promote the 
, growth and development of all personnel w y ho have the r.esponsibility for delivering^ comprehensive 
' jcareer guidance prograrr?. Thevneed for staff development stems from the answer to the question: 
# 'Do we-have\he/knowjedge'arfd skills 40 deliver a comprehensive career guidance pregrajri to outn 
students?> The term competencies will bemused Jto rpean the knowledge and^kills necessary for^de 
- Jlvering an effective career 'guidance program^ ' , * ->^ 1 

\ D&tenfffination of the nature and.scbpe o%locaf needs for staff envelopment is prerequisite for 
aiW systematic planning effort. . i K K 

^ ? : ' y . " • . ' . * * ' ' 

In" service wrprkshdpsshauld be based orydentified needs of t|}£ group to be involved. "*this type 
o£ information is required, in order^hat'OcieiTtation and skill buildi.ng workshops can be closely 
attuned to the.actual needs of staffs 1 ^ 1 j * * 

• . . - - ^ r * > • • ■ . v - 

Gerifcrafstaff needs can be ^ss^ssed through the jjse of opeaehded (questions or it may be usejut- 
to provide se mist ructu red responses. An example of this type of questionnaire js printed in Ex 
hibit 1 and Appendix B. ' % \ x * * 1 , 



This initial staff development needs assessment is likely to reveal a lack of knowledge and under- 
standing- of career cfevelopment'Concepts and the. makings of plus the. responsibilities of a career 
guidance program. 'Therefore, early, in service effort^ ma ynneed tcJBji directed to general career de-. 
velopngent and guidance program orientation'. - - 
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c * STAFF DEVELOPMENT OUESTipwiMAi-RE. 
(SAMPLE QUESTIONS), 

What sj< i/ls do you feel youVieed to develop in order to work effectively in a career 
guidance program "> • * * * ^ 

1 » • , • • , . r • - * , * , 

% • .Methods or techniques fdr>ciassipom activr^es v . V 
• Individual artd/or group*career guidance lesson plannjng - J 
•^Assessing students', communities', teachers' needs ^ % ' 

. A °* her • - - ' ' - 

.What topics do.y.oy f eef are importanJL to^cover in-service education sessions for the 



1 

• a \ career guidance -progcam? w 

1 j • State arfd-national^areer guidance models » 1 

- Career guidance frajtertelr ' t * 

• Career guidance resources" 

^3. vyhat tecrThiftues do you^feel are most valqable fpT in-serv^e qj-ograms? ^ ' 

f * Roj^ playjng ^ \ • # 

Smalt^groiip activities 

Large gr&Sjp^discussigps m ' * . U 

• ' Ca*se sfudies ^ • * ' 4 

• Other n * * ' 

sr r ?r 
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The staff needs assessment pr 



Process (tomal and informal) is viewed as ongoing^4t assures tKat 
all relevant needs are identified and used a*nputs to t>h£ development of the in 'service workshops. 
There are several sources which dan be tapped to determine a/eas of staff competence^and areas in - * 
wjiich further, skill development is required. . * 0 " + < „ - 

" -* - ' • " * . 

A comprehensive assessment 'effort should address the^following groups, administrators, cpun 
selors, te3chers/parents, Community members, and 'students. Due to *the differences andcommonali 
tips .in competencies required by .the various groupsanrcarrying but their roles and responsibilities iff 
the many phases of the career guidance program, these assessments would differ in scop&ahd t(ept 
ment. However, the process involved in conductin^tfte assessment woifld be the same. The step,s 
to be followed ; in gonducting a staff development need^ssessipfent are': ^ 

1. ^Efepare'statements of needed staff conTpetenciesf/ * • ' „ - 

'2. £ohdQct-a*survey. to determine perceived neec|s r > \ % % - 

'3, Establish desired levels of staff -competencies, / 1 # < 

'4. Determine actual .level of staff, compfe'tence, . J 

-5.' Compare 'actual status wit^desired leveis, and" ^ • 

6. Assign-priorkies to staff development needs.. / } ^ n , # „ 

' — , 1 ' • ■ i , t * 

(For detailed procedures that could appl.y to Staff development see tfe Career Development' 
Needs, Assessment Handbook in ttiis series.) ► . % ' - * V 

* . • * ' * * f 

In-service programs for staff members will focus or the development of competency in tasks 
that are frequently new tq them" Although man/tompetencies>et;uired'for implementing career . 
guidance will be the same for aU £ some competencies are uniqu.e to specific groups of individual* 
and/or specific phases of prograrji development. A* suggested list of competericfes required for various 
phases of career guidance program development is presented in Appendix A. This li?t is by no frieans 
comprehensive m scope. An-example of an instrument which canfce used to assess^taff competency 
is presented in Appendix C. Similar questionnaires cyi be-developed to assess the needs of other 
populations tiased on the established staff competencies. Sample questions areiprovided in Exhibit 2 



Exhibit 2 











SAMPLE SURVEY QUESTIONS r 


\ 

\ * ' 




* 


Importance 
None Little Some Much 


Great 




* 

* * 


i 

Need for In-Service 
f^>ne Little Some Much Great 


'1 2 . 


3 4 




1, 


Ability to help teachers integrate 
career development into the 
curriculum. * 

< 


. 1 2 


3- 


4 ,5 


1 V 


3 4 


5 ' 


2, 


Knowledge of effective public 
relations techniques. 




' 3 


4 -5 . 


2 

i. < 


3" 4 




4 3. 


Ability to write measurable 
1 objectives for*the career guidance 
program. 

* 


1 2 . 


3 


4 • . 5 

* 



v The staff development leader* and' his/her *comrffitjtee' should assume the major responsibility 
for assessing local, in service needs. They should (1 ) design and distribute t(ie assessment instruments 
to the appropriate target populations, (2) tally the results, and (3) prbvide feedback to all involved. % 

The in Service nefcds foe the rural career guidance prpgram staff will be based op the results of 0 
.these assessments. Note however, that additional assessments will be necessaj>as the program pro . 
gresses. The completion of the needs assessment phase leads to the ftext step-of planning staff de , 
velopment workshops. ^ " . t f ' '/ „ ' V ' 

Developing Goals and^Ob/ecji^es • < * * t # * „ 

The success of ^ny in-service program is*due in large part to clearly stated goals and objectives. 
GoSIs and objective? define 4 parameters, establish direction, gtve^purpose, arnd provide the basis for 
selecting appropriate learning activities^for staff development workshops.' (fSefer tQ the JSeftavioral , 
Objectives Handbook in this seHes.) ' , ' " . > 

The staff development committee will esta£Jitfffg$Ws ancfobjectives based on the competencies 
rreeded by staff members in order to perform, effectively in thtir roles. The input of potential work f 
shop participants is important in establishing workshop goals. Tfi^y, better th&n anyone else, kfaovy 
the strengths, wealffiesses and nfeeds. They are, therefore, well equipped to provide direction in for, 
.mulating .workshop goals and objectives. Sample goals and objectives for in service workshops ar^ 
presented in Exhibit 3. ' ' > >9 ' , . 



» 
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Goal 1. 



/ . 



Goal 2. 



SAMPLE IN-SERVICE GOALS AND OBJECTIVES- 

- : ^ 'l - * 

% ^understand the purpose of a cognprehensitfs career guidance program v 

Objective 1 . Jo name at least three reasons for instituting a career guidance* 
program in the school. , f * 

Objective 1 2. ■ To identify the major components of a comprehensive career. 

guidance program following a presentation by the workshop 
im Uegder . # , 

To use^a variety of career guidance and counseling *trat£§ies to stimulate'and 
motivate ail students. , > 

Objective' 1 . f To develop apian fo'r a field trip site visit including all necessary 
• * , arrangements up to anduncluding the day of the trip. 



Objectives 2. 



Organizing -the Workshop 



\ 



To design a' lessonjwhi$h incorporates cafeer development* goals* 
obj,ectives and needs irftS a specified subject-matter area for a, 
selected gfade level. % , 

r^— — — : • ; ,■ 



, The staff development workshop should be designed to,aqhieve stated objectives. TShe staff 
development committee (nust further make decisions in response to the following questions. , 

i * ' ( " s " 

Who??? What?# 4 Where??? When???. Why^We know why!!!' How?>?\^ 



JC . 



;.7 
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- . ... Who???' « 

• • The question',* "who?" concerns not only the workshop participants but also the workshop 
leaders. The different roles and responsibilities and-, therefore, different needs of potential workshop 
participants must be considered in plannrftp the workshop program. % . 

* ' * , 

* A decision" needs to be made whether the workshop is to meet the needs.of administrators*, 

: ^ounselors^ teachers, parents, studerlts, or community members. Budget, time, and space constraints 
may restwct serving all theSe^ populations at one time. It is possible that only one or a few of these 

* groups oiay be served first. ' » * 

Often the,expertis§ for conducting successful ongoing staff development programs is found 
within the lo^al schopl district .itself. ' It is suggested .that internal. resource persons be identified, 
\ trained and .used wheneyer possible because participants often feel more comfortable with a per- 
9 son whom-they already^ow and are, therefore, more free to respond. 

The staff development leader rpay need.help in providing ongoing in-service,to staff. 

' ^ 9 >/ : 7 , ' ^ 

« * The staff development committee should c6mpile^ record of potential workshop leaders. For 
each individual, this record should include . •'-*.. 

• f • ; 

1. . the individual's name * ' 

2 .where he/she can be contacted, * A 

- * 3. area of expertise, ' , A 
- f - 4, qualifications, 

•5. past use, and • <* 

.6. agency affiliation. . 

This information cpulcl be kept on a 3" x€" card on which comments^and evaluative remarks may 
be added. ' 

• 

* ' The numbers of Jhe staff development committee may also<wish to take -an active role in con- 
A ' , ducting workshop activities. 

i « 

What??? ' / 

* Materials and other resources are important to consider in workshop planning. Articles, books, 
and other nfiatenals will-need to be obtained prior to the beginning of the in service program. Spme 

* • materials may have to b& reproduced for distribution to all workshop participants, 

i * . *» 

Audiovisual materials,are very effective m workshop presentation. Therefore, an appropriate 
amount of time and J-hought should be given to their preparation and'selection. It may be possible 
to involve art classes ifrthe preparation of aids such as brochures, posters, graphs, and charts. 

* Frequency the success of a presentation involving the use of audiovisual aids depends on the 
proper functioning of the equipment used. If a slide projector, film projector, projection "screen, 

, tape recorder, or videotape recorder and/or monitor is required for any portion of the workshop, 
is'n^essary to assure the availability of the equipment, as w^ll as to .assure that it is in.good repair. 

s " 

I J is the responsibility of Jhe«staff development committee to make certain that any audiovisual 
equipment or items such as chalkboard, flip chart, and easel are available. Materials: required for par 
ticipant use should also be provided by the staff development committee. A checklist t>f commonly , 
' needed workshop supplies is presented iijr Exhibit 4. ' 



\ 
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Exhibit 4. 



SAMPLE WORKSHOP SUPPLIES CJHfCKLIST^ , 



• note paper 


* 




• slide projector ' . * 


• binders 






• film projector > . ^ 


• peps • 


- 


- 


• extra projector bulb 


• pencils 

• -marking peris 






; • Extension, cord 






' • tape recorder # 


. • stapler 






• tolank cassette 0 • 


• staples 


♦ 




• projection screen 


• scissors * i 






• batteries * 


• • 
• paperclips 






V adapter plug 


• masking tape 






• fake-up reel . v . 


4 scotch tape /* 
* * • name tags , 






• easel 






- t m flife chart* 


• list of participants 






j* chalkboard 


^ • rubber bands 






/• overhead projector 


* • index cards 






/ • bl^nk transparencies 


I • file folders 






• transparency rrrarKlng pencil 


" • ruler 






• typewriter ' " 



Where??? 



s 



Physical facilities are always important to the success~of a staff development workshop. The . 
selection of the workshop site is influenced by the size of the group, thie rhethods of presentation to 
be u?ed,.lhe location of the facility,, availability qf parking, proxjmity to food service facilities^and 
-the charge, if any, for the use of the buiJding. ^ . 4 . 



Hopc*Mly, the school itself will provide A setting which 4s suable to the purposes of the work 
shop. .However, if the schools not available, other facilities will need to be located such as commun 
ity meeting rooms. The staff development committee should consider the comfort pf the potential T 
participants. Such considerations includes feasibility for flexible, seating arrangements, rgstroom 
facilities, and comfortable writing surfaces. , - . 

w 'When??? ■» * 

Scheduling the staff development workshop is another important-factor in planning. Ideally, 
workshops shotffd be scheduled during regular working hours with release time from job responsi 
bilities for participants. It is necessary tp\eefx the desiges and convenience of the participants in 
mind. " * * - 1 A * ' 4 ' 

The length of the workshop will be determined by workshop goals and objectives and^Jthe means 
through which they will be~met. "Enough time must be allotted to present material or skills, to con 
djjct small group.practice sessions, large group discussions, and plan for tfie use of netoly developed 



compeIenci.es. A vtf&kshop may be planned tor a two-hour session, an entire day, or a longer period 
of* time. Because such workshops wilfbe designed for diverse populations, the specific needs and 
Jifestyldis of those,participatmg will need to.be considered in determining the length of each work- 
shop. * • , ' 

How??? . 

v Jhis section responds to the question, ''How wilTthe goals and objectives of the workshop be 
'met?" The options available to workshop leaders are many and varied. Variety and active participant 



II let f I lie \J\J HKJiio av anaujc iu vvwi inji iwp icguci j ois inuny uuu vui i^>u. j unu » w r- — 1 — 

involvement are key considerations in selecting from Jhe mafoy available learning activities and tech' 
niques. Consideration must also be gwen to Whether the learmng activities are relevant to the group's 
1 * 1 ~^ ~ — * « — — — - u — — ^™ A list of suggested learning 



concerns and Whether they present a realistic approach to meeting them 
activities is presented in Exhibit 5. r 



Exhibit 5 



SAMPLE LEARNINCACtlVITIES 



Brainstorm 



In brainstorming, participants spontaneously express their thoughts about a specific ' 
problem-it is aief-yourself-go sessionthat calls for ingenuity and creativity in seeking a* 
solution to a problem^Brainstormtng is used to elicit both numerous artdunique ideas » 

Case Study. , . 

■ * ^ * 

The case study providesTTTBscription of a realistic situation that the Workshop partici- 
pants are encouraged to consider and for which they resolve problems as if they W&re* per- 
sonally involved There are numerous problem situations related to planning, implementing, 
and evaluating career gui£jnce progfaq^sthat can be presented to workshop participants 



Demonstrations 

Demonstration is the procedure of doing something in the presence ofworksoop 
participants either as a means of showing them how to do it themselves or in oPder to 
illustrate a point Th^workshop leader should be sure that the demonstration meets a 
necessary instructional need The effectiveness of this instructional technique depends on 
the participants having a clear view of what is being presented. £ 

^^Grdup Discussions* » v 

N * 

• There are two basic types of group discussion— structured and unstructured. Structured 
group discussions are characterized by adherence to a topic or a problem for which the partici- 
pants want to arrive at a decisions conclusion^ This type of discussion is generally directed 
by the workshop leader. 



Another type of,discussion session ^provides for 
adjusts to the expressed interests of the participants, 
fee conducted as informally as possible. , 



p/bu 



true 



sion that moves freely and 
red group discussion should 



In-Basket 



/ 



. This technique is used to develop decisionmaking skills which focus on participants' 
abilities xq set priorities and carry out tasks. Workshop participants are asked to assume the 
roles and responsibilities of^ecific staff rpembers. They are provided written information* 
in memo form about a number of tasks that they must completer Workshop participants 
must determine which tasks they. would attend jjp and in what ore 



r 
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Exhibit 5 (continued) 



Role Placing « 

Role-play^ig-is an instructional technique in which workshop participants assume roles 
other than their own. During the workshop, structured settings are described and f participants 
have the opportunity to express feelings, workout problems, and experience omer persons'' 
roles %% * Y * . \ * 

i of a role-playing situation might be to suggest alternative solutions to a t 
1 * .1 — « r ♦^no.n o rtJ p X pg r j ence j n n ew 



The objective 



I IIC UUJCVUVC Wi a i vie ^'ujmg oiw — - ^ — 

problem, to gain an understanding of another's feelings, or to gain an^experience 
situations. The situation shoyld be clearly presented to workshop participants. 



Simulation 



A simulation is a representation of significant or central features of reality that requires 
the workshop participants to become actively involved in an experience rather than merely 
witness it Simulation is a broad termed includes many techniques such as in-basket, case 
study, and role-paying • t 



Symposium 



A symposium consists of a group % of brief presentations on various aspects of a particular 
issue or prtfblem. Generally, after the prepared presentations, speakers participate in a panel 
discussion and/of answer quesnons raised by workshop participants. 

/ ; ■ — 



Any one.or a combination of learning activities may be used to achieve the desired outcomes 
of the staff development workshop. One effective technique is the combin§tron of botrt large and 
small group activities. Frequently, a large group presentation is used to introduce and demonstrate 
the skill being taught. This activity is then followed by small group sessions in which the participants 
•are given an opportumtytto discuss atid practice the skill. At the conclusion of this small group ac_ 
tivity, the participants return to the larger group to share experiences ahft relate ways of using the 
-skill thev havfe learned to fulfill their responsibilities in the school career guWanfle program. 

\ 

The technique described above follows a Somewhat standard format that has b£en shown to be 
.effective in teaching new knowledge and skills. Although the specific learning activities may differ, 
the general outline is appropriate for most workshop! Thi^ format is presented in Exhibit 6. 
* ' Exhibit 6 




> 



GENERAL PROGRAM FORMAT* 
""N * 

Review what happened before so the.participants know where they are; 
If It is the first day of the workshop, review the* results of the staff needs 
assessment I ( 

P/ovidra review of wbat will take place- during the day's workshop sessions 
sp the participants wyU $uiw where they are going, what major stetfsthey 
will take, and wnat they will do. 

Describe and demonste^e the competency (skill) Oeing taught 

Provide an opportunity for the participants to practice the competency 
in as many ways ana^as-Giany times as possible. 

Review what happened during the sessions so the participants will know 
where they have been.today and how what they have learned relates to tHe^ 
■ , m ^ n€xt step j n their in-service program and how it can be integrated into their 

roles and responsibilities in the planning, implementation, and evaluation 
of .the career guidance program 

•Adapted from Process Guide for Career Guidance (Pilot Test Version), Michfgan Department 
of Education, n d. „ -r *~ 



Review: 



Overview: 



Present: 



Exercise: 



Summary: 



{ 
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m The staff development J^ader and committee will assume leadership roles in planning the work 
shop program. Planning ana organizing activities should be done in such detail that the djrection^of 
a theprogram is clear and.participants experience a smooth and logical flow of events. * 

Detailed planning should give attention to the coordination of workshop objectives, leader strate 
gies, learning activities, resources, evaluation, and time and cost estimates. Exhibit 7 and Appendix D 
provide a form which can be used to facilitate this organizational activity., (This form is also useful 
in planning'in-service programs for the entire school year.) 

^ \ 

Once this forrpj has been completed, the task of -preparing the program agenda will be an easy 
one. Be certain that the agenda includes the date, time, and place of the workshop. 



Exhibit 7 



Goal 



STAFF DEVELOPMENT PLANNING GUIDE 

- r 



Objective' 



Audience 



Resources 
Available 



Leader 
Strategies 



4 



■J 



Learner 
Strategies 



Resources 
Weeded 



Evaluation 



Communi- 
cation & 
Promotion 



Time 



Cost 



0 



12 
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Program Publicity 

• The persons who become involved as staff members in the career guidance program are likely 
to be engaged with other.school and community activities. It is important,' therefore, to bear in^ 
mind the possibility erf full calendars when scheduling workshops. As soon as the dates, times, and 
place for the workshop have been arranged, the staff development committee should provide poten 
_jtja! participants with the workshop schedule. 

When the^workshop plajis have been finalized and the ageAda is complete, the participants will 
appreciate receiving a copy of the agenda. This communication will serve as a reminder of the work 
shop andwill provide the participants with more detailed information about workshop topics and 
group leaders. A sample workshop program is presented in Appendix E. 

Promotional publicity may also help to increase workshop attendance. Many different types of 
"gimmicks" may be used to draw attention to the upcoming in-service workshop. One example is to 
design a litter bag with a quote. For example, "Career Guidance Is Our Bag." This bag could be filled 
with lollipops to which are attached the date and time of the upcoming event. 

' Overview of Workshop Planning , <- ^ 

After the workshop has been planned and the agenda prepared, the staff development committee 
should be certain that.everything is ready and in order for conducting the staff development work- 
shop, A checklist (Exhibit 8) summarizes the planning steps outlined in this chapter and can be used 
to record each step as it is completed. The name of the person assuming major responstbjjity for each 
step should be noted. , . * 

\ 

• V 

s 
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Exhibit 8 ' 



-CHECKLIST ,FOR PLANNING STAFF DEVELOPMENT WORKSHOP 



Check when 
Completed 



A 



Tasks to Accomplish 



Identify the need for in-service education 
Determine the most important neecjs 
Set goals for staff development workshop 
State objectives based on desired outcomes 
WHO 

identify workshop leaders * 
Identify workshop participants 

%VHAT 
Prepare resource materials 
Obtain equipment and supplies 
. WHERE - 
Select workshop site 

WHEN 

Arrange workshop dates and times * * 
HOW 

Select learning activities 

Design workshop format 

Schedule program activities 

Prefftre workshop agertda a 

Notify participants 



Person Responsible 
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' < " CHAPTER IH * 

CONDUCTING STAFF DEVELOPMENT WORKSHOPS ^ 

It is nearly impossible to place too much emphasis on the vital role of planning in the organiza- 
tion of a staff dl^opment workshop. However, all the planning in the world wfllnot resylt in a 
successful workshop <f it is poorlyconducted. Successful workshops require attention botlf to the 
mechanics of their coordination and to the quality of the instruction provided. 

Arranging Workshop ~ ' ■ _ * 

Before the workshop," leaders should package materials, supplies, and equipment that vvill be 
needed arid transport them to the site. Lt is also suggested that workshop leaders review their plans 
in detail to assure that everything is in order. 

On the day of, the workshop, the feaders should arrive at the site in time for getting up and last v 
minute arrangements. Last minute details not to be overjooked include: 

1 . ' contacting proper facility personnel to reconfirm all arrangements, 

2. arranging seating for each session of the program (first ^ seating arrangement, if only one 
room is used), . * 



setting up registration acea (provide name tags, pens, registration forms and fnformation 



packers for workshop participants), 

4. "checking on all required materials, equipment, and supplies (everything should be properly t 
located and ready for usle). , 

5. briefing all workshop, leaders by person assuming major role (if workshopjasts more than 
orie day, arrange for meeting to discuss the day's events), and s - 

6r reviewing ail arrangements for food and refreshment* (scheduled breaks, lunch). * 

Greeting Workshop Participants . * 

s * * 

Workshop leaders should be available to greet and welcome arriving participants. ParticiparTts 
should be directed to the registration area and assisted in completing any necessary forms. Questions 
raised by participants regarding appropriate parking, location of meeting rooms, and restroom facilities 
should be answered. A thoughtful gesture is'to have coffee available for the participants as they arrive, 
registef/and engage in informal conversations. 

Opening Session 

The first few minutes are most critical in paving ttte way for a successful Workshop, The first* 
thing that the workshop leader must do is to create a pleasant learning atmosphere. The participan-ts 
Should be made to feel at ease in order to set a climate that is conducive for learning new knowledge 
and skills. , 

Workshop leaders should introduce themselves to the participants and have the participants ' 
introduce thems^res. If everyone is already acquainted, several minutes should be allowed for in- ' 
formal conversation. The workshop leader should be prepared to lead a warm up activity designed 

t 

* 15 < 
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to help the participants feel at ease and comfortablewith qne another, There are m'any activities that 
could.be used. ,The workshop leader should select an actlwty thit he/she is.comfqrtable conducting 
and that participants are likely to enjoy. An example' activity y^hich n\3y be used as a "getting to N 
know you" exercise is described in Exhibit 9. , • 

* > 

* ' Exhibit 9 



) 



^ * SAMPLE WARM-UP ACTIVITY / 

* ♦ • 
Instructions ^ 

t * 

• Divide-watkshop participants into teams (five-six individuals per teanf) 

• Provide each team with a stack of 3" x 5" index cards and a box.of paper clips 

• Direct each team to build the tallest Structure that it is able to in ten minutes. 
% (No further instructions should be provided ) 

Ex"pe£ted Outcomes ^ * 

• Build camaraderie 

• Identify potentiaHeadership 5 , 

■ • ' t •* a 

* • Observe team member skills 

* - 

' • Solve problem in group setting » 



The time spent on warm-up activities should not be overly long, tt'is-suggested that no more 
than twenty minutes be devoted to this activity especially if the workshop is short in duration (one 
day or less). • ' • , , 

After the warm up activity, the leader should describe how the worksHop will be conducted. It h 
is also important to state that during any portion of the sessions, workshop participants shouTd feel 
free to ask questions If beverages are available, explain that participants should feel free to help 
themselve^ at afty time" r 

Workshop leaders also will need to discuss the expectations of tire workshop in order to assure 
that everyone understands its objectives. Participants are much more likely to be motivated and Opeh 
to learning If the workshop objectives m^et their expectations. 

In most situations, aftej agreements have been reached on the objectives that everyone will 
mutually be working toward, workshop leaders will direct the participants through the designed se 
quence of learning activities. A caution should be made, however, that workshop leaders must be pre 
pared to change planned activities if the need arises. It may be necessary to devote more or less time 
to certain learning activities^than was anticipated and, in some cases, the entire instructional plan 
rrjsy need to be altered. It is important to stress, therefore, that the workshop leaders be flexible 
and ready to adapt their ptans/ ^ * ^ ■ 



To help the workshop leader in carrying out his/her role, it maybenecessary for him/her to 
help initiate group discussions. The leader may have t9 provide several workshop # participants with 
"staged" responses prior to the discussion Statements with possible responses should be given to a 
few participants „ According to pjan, these participants w£J be the first to volunteer answers in front 
of the group- This approach will s^t the climate for other participants to make contributions. 



Bach frorjcsh'op leadfer will probably have a preferred sty 1^ for carrying out leadership roles. A 
list gf general suggestions for workshop Leader? is>presen\ed in Exhibit 10, 



Exhibit 10 



< m ' * SUGGESTIONS FOR WORKSHOP LEADERS 

• E^ourage the pctive involvement of all participants i 

• Be sensitive to participants' needs and wants 

». s • Help participants set goals and identify priorities 

% • Clarify issues if participants appear to be confused 

Be facilitative rather than directive ' * 

Provide leadership for participants 

t 

• Communicate ideas ctearly 

• Encourage participants to solve problems 
* Be sensitive when providing suggestions 

• V* Help participants analyze their accomplishments 

I Provide useful and timely feedback 

* Be supportive of participants' efforts 

• Be flexible and prepared to adapf , 



Dismantling Workshop 



\ 



After the workshop, it will be necessary to carry out clean-up arrangements. All materials, equip 
ment, and supplies should be accounted for and feturrjed to their proper locations. All borrowed ma 
tenals should be returned to their respective owners. The workshop leader should personally thank 
the facility personnel who assisted with workshop preparation or by providing rooms, materials, etc. 
THank you letters also should be mailed to all participants and individual who assisted in any aspect 
'of the workshop. f • * 
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% • CHAPTER IV 

,**•** - . • ' 

EVALUATING. STAFF DEVELOPMEWV.ORKSHOPS 

' , , 1» 

r 

'* , * * 

Evaluation is carried out for a number of different reasons* The major bne is to diki&fmine 
whether workshop goals and objectives were ac6i$/ed. In other words, did we achieve wh^t we set 
out to accomplish? The emphasis of the evaluation should be placed^on improving future staff de- 
velopment efforts. , . • „ Y * s • 

>lt is suggested that evaluation activities be built into' the overall ptdgrarYi plan. Joo ofterr worki 
shop participants' are Requested to complete a. post-assessment instrument at thg'very last -minute.. 



Participants, therefore, are apt to respond hurriedly and without giving^uch thought jto their answers. 
.Adequate time should always be allowed for evaluation as a .part of the program design. However, the 
evaluation process should be as unobtrusive as possible in the staff development effort. . 

\ 

to* It is also desirable to measure the extent to which. the mfcthQd&and procedures used were effect- 
i\Jrm meeting workshop objectives. Many factors influence whether^ or not the participants were 
successful in achieving the objectives. Attention' Should be given to assessing some of the following 
factors which are likely to affect program success* 

t ^ 

1 • environmental conditions" ^ 
^ .seating arrangements roorp temperature 



lighting " , ventilation^ 

• amount of discussion time , 

too long f * 'too short . t ^ 

• scheduling of breaks 

• Resources available 

materials persons - 1 * 

• supplies and equipment 0 

• *? 

, • structure • n 

large group / individual work * ^ 

. small g*roup 



, A variety of evaluationjnstruments and methods may be used to obtain participant feedback. 
In most cases if instruments are to be used, they should reflect specific workshop pbjectives and other 
factors that may possibly have affected learning. The directions for completing the questionnaire 
or other type of instrument should* be clearly stated'. A sample questionnaire which may be used 
at thje conclusion of the workshdp is presented irf Appendix E. This type of questionnaire is com- 
monly used for workshop evaluations. ^The questionnaire is used to assess participant reactions and to 
obtain specific "suggestions for improving future staff development efforts. Sample questions for 
evaluating the^workshop ar&presented in Exfribit 11. - • * 



Exhibit 11 



SAMPLE QUESTIONSTOR WORKSHOP EVALUATION 

1. Sufficient resource materials were avajlable'fbr use. 
YES Q NO □ 

COMMENTS 



2 The workshop leaders were qualified to present the 
"knowledge and skills. 



.J 



YES 
COMMENTS 



NO 



Another evaluation method is to have the participants prepare a brief, statement about wtiat they 
exp f ect to be doing differently as a result of their partiripation.in the<workshop. This aotivfty should 
be conducted ngamhe conclusion of tfce rj£ogram, Workshop leaders caff use these statements to help 
modify future programs and to eyaluate the changes that the workshop brought about. 

The evaluation data^stiould be analyzed ahd interpreted as soon as possible after the workshop, 
'Maximum use should be made of the results to improve the total stjjff clevelopment effort. General ^ . 
■guideline^ for conducting evaluations of in-service.programs ar;e presented in Exhibit 12. 5 For more 
detailed information refer tp Evaluating Outcomes. • , $ J ' 



Exhibit 12' 



. • < EVALUATION GUIDELINES 

1 • Identify the objectives, activities, and resources,to be evaluated. 
* • * Design the procedures to be used fn collecting evaluation data. 

• Develop instruments for collecting data. , 

• Collect, analyze, and interpret information. 

" Organize and communicate results to staff development committee. 

• Make use of input obtained to improve all future staff development 
' efforts. - > » « ■ 



Once the evaluation data has been .analyzed, cUtaff follow up should be conducted. Thi$ would 
involve meeting with staff members whose needs were not met and deciding on how this could be 
accomphshed. The type of follow up learning activity would depend upon the type and number of 
individuals with vfhom "you are working. For example, if there is a need to work with only a few 
individuals, a one to one approach might be best, but if you are working with a larger number, some 
type of group activity should be used. 
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v " , ^CHAPTER V 

».*»'■ 

IN-SERVICE PROGRAM ACTIVITIES 

i * * « 

^Planning, condycting, and'evaluating staff development workshops have been discussed in 
previous chapters, lyiatenal in "this chapter is'designed to provide suggestions for the development 
of in-service programs related to career, guidance. Suggested topics for in-service programs and a 
sample activity are provided for each of the following: 
t ' » * 

1J* * Career Guidance Orientation 6. Evaluation * * 

2. 'Planning 7- s Career Guidance Practices , 

3. Career Development Needs Assessment 8. /Community Relations and Involvement 

4. Goal and Objective Development 9. .Counseling 

5. Resource Assessment 

v • 
Objectives for staff development programs must be tailored to coincide with the needs of partic 
ular groups of participants. Therefore, specific configurations of topics and activities should be 
selected with program objectives in mind. The following examples should form a basis upon which 
local staff development committees can build in-service programs. 

Career Guidance Orientation 

Orientation provides staff members with an overview of career guidance programs, .their rationale 
and organization. Orientation provides a common base of knowledge for air persons, involved in career 
guidance program development and implementation. ^ & 

Suggested Topics foMn^service Program: ^ * • 

• Rationale for career guidance 

• Components of a comprehensive career guidance program 

• •Staff roles and responsibilities * • 

Goals for future career guidance efforts • - _ ^ 

• Career development theories 

Sample Activity One: 

• Career Guidance Glossary * 
Purpose: * * ' K 

• To increase understanding of career development and career guidance concepts. * 
, Description: ■ ' * 

• A study group meeting in a series of workshop sessions develops a glossary of Career 
guidance terms, fts task is to define career guidance terms and concepts it believes.to 
be important. A list of terms is included in Exhibit 13 to spark the thinkijag^of the 
group. » f ^ * * - 4 

• • 21 
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Exhibit 13 



if* 



. * LIST OR CAREER GUIDANCE TE0MS 


* 


CAREER X , 
CAREER DEVELOPMENT 


% 


v CAREER GUIDANCE 




CAREER PLANNING t ■ . 




X,CAREER COUNSELING ^ , - 




CAREER GUIDANCE PRACTICES 




LIFE ROLES . * 




DECISION MAKING X 


• 


SELF AND INTERPERSONAL RELATIONS^ • * * 


* 


AFFECTIVE LEARNING 




fVY/lMITIX/C 1 CARMIMH 
fc UUUlN 1 MVt LtMnlNMNO 




COMMUNITY INVOLVEMENT - 




COMMUNITY RELATIONS . • \ 




CAREER GUIDANCE OBJECTIVE 




NEEDS ASSESSMENT . 

* - 





Sample Activity Two: ' 

• Role^g and Responsibilities of Career Guidance v Program Staff 
Purpose: * * * 

• To identify and describ|the roles and responsibilities of various participants in a com- 
prehensive career guidance program. > 

Description : 



• Workshop participants would identify and describe the roles and .responsibilities^) „ 
? be assumed by parents, administrators, students, teachers, counselors,,and community 
groups. * 



Planning 



Planning is a dynamioapproach to problem solving. Comprehensive career guidance programs 
can be developed through the systematic* identification of specific problem areas anti the creative 
resolution of the? identified problems. 
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Suggested Topics for I n-seryice Programs: 

How tp conduct meetings m % * y 

*' • The art of communication 

• AdmjnistFative skills (e.g., personnel supervision, resource allocation) 

• Planning-^mpleme/itation Cycle ^ 

Sample Activity: " • * ft 

• Communication 

Purpose: 

' • Tofidemonstrate the importance of cieatfcommunication ^ 

• To demonstrate the effectiveness of interaction to clarify communication 



Description: ^"w- 1 ~' ' y v 

• Two persoRS stand back-to-back^ one facing or holding. a writing surface. The other 
is given a geometric drawing (Exhibit 14} and is told to describe it to the first person. 

Exhibit 14~< ( 

f 

GEOMETRIC 1 DRAWING 



The ''writer" rrtay not talk, but, following the^irections given, attempts to reprpduce the draw- 
ing. Note that the drawing is seldom accurately reproduced, thereby demonstrating the potential 
difficulties in understanding one-way communicatipn. In asecond trial two persons perform the same 
roles as described above. This time/however, the writer is permitted to ask for clarification of direc H 
tiorte as they are provided. This time the drawing should be itiore accurately reproduced, showing 
the effectiveness of two-way communication. . . ' 



Needs Assessment 



%| Career Development Needs Assessments a process through which student needs are identified 
and ranked in order of importance for career v guidance program development. « 



Suggested Topics for In-service Programs: _ ~ 

• Constructing needs assessment instruments 

• Analyzing data 

• Interpreting needs assessment results, 

• Data collection strategies 

• Procedures for selecting respondents 
Sample Activity: 

• Item Development %r . 

£ Purpose v * 

• t To improve skilte-in writing test items ^ 
description. * ^ t ^ * - { 

• Exhibit 1 5 provides a student career development goal, subgoals, and items for them. 
Each workshop participant is asked lb read these and then write items appropriate for 
the goals and subgoals on the form provided (Exhibit 16). 
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ExhibiHg— ■ 



SAMPLE TEST ITEMS 9 4 

Goal 1 Assess the relationship of their interests, attitudes, value, abilities, and achievements' 
to the development and realization of their career goals-. > 

Subgoal-(knowledge) The student identifies values~aTfcfinterests. 

Item 1 . Describe the following list usiog v for value, i for interest, and n for 
* neither 

* left handedness 

being independent of others 

a hobby. t 
things we believe in 
* a list of whatis most important 

enjoyrng an activity ( ' 



Subgoal-(comprehension) The student explains how occupational values^and interests 
influence career goals 

Item 2/ If we know .what -a person's values and interests are%e cao 
^ predict what job they should choose 

^ only guess about their job choice a 

estimate a group of possible occupationsjjobs) ^ 
none of the above 



Subgbal-(apphcation) The student applies self awareness knowledge to career goal setting. 

Item 2. Which occupations would likely be selected by someone who strongly 
values protecting the environment? 

law officer auto mechanic 

~~~~ city planner ' , * forest ranger 

_ marine biologist ._ 1 interior decorator 



Exhibit 16 







ITEM CONSTRUCTION FORM 

* Appraise their physical and mental characteristics, the 
potential for change, and apply this knowledge to goal % 
setting for life roles. . • * 


Goal 

s 




Subgoal 


(knowledge) * 


V 

The student describes developing mental and physical 
characteristics. * * 

* * 


Subgoal 


(compj^hension) 

/ ) 


The student explains how physical and mental skills 
are used in occupational and leisure activities. 


Subgoal. 

> 


(application) 


The student creates short term physical development 
goals- that support tentative long-range career goals. 
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** Developing Goals and Objectives 

Goals provide the general structure for career guidance programs. Objectives written for each 
goal provide direction for successful program planning and implementation. 

T " * * 

Suggested Topics for m-service Programs; • 1 

~ • How to write behavioral objectives 

• Taxonomies of learning: cognitive/. affective, and psychomotor domains,. 

• Career guidance goals • 

"Sample Activity * „ 

• Writing^Behavioral Objectives 
Purpose. * * 



• To increase abilities to write behavioral objectives and. select appropriate -learning 
experiences 

) 

• Description » v_ V 

• V 

• This activity should be conducted in groups of four or five individuals. 

1 Identify an instructional goal (e.g. The student will be pble to write a 
business letter). » 

2. Brainstorm a list of possible behavioral objectives relating this goal to career 
* * development concepts. t 

3. Select three behavioral objectives that the group^nsiders most important. 
4 Generate ideas for student activities based on these objectives. 

5. Meet in lar^e group to share ideas. 

4 "Assessing Resources , ' * 

Resource assessment (1 ) identifies existing programs, people, funds, equipment, and materials 
which can be used to implement career guidance programs, (2) catalogs these resources, and (3) 
encourages their efficient management. 

Suggested Topics for !n-service ; Programs* 

♦ 

• Development and use of resource cata'og 
srviewing community resource persons 

Using resource assessment survey forms ¥ 

» • , 

v ' 
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• Development and use 
1 /• Techniques for mterv 



' Sample Activity: 

N 

• Interviewing 
Purpose: 

• Yo improve interviewing skill? 
Description: * ' 

• Selected wdrkshop participants will play thie roles of the interviewer and interviewee 
- irr thejollowing situation: 

• Sandy Jones, 4-H Club leader, has been contacted to serve as a resource person. You 
have agreed to conduct an interview to determine Sandy Jones's interests, skills, and 
willingness to participate as a resource person in the career guidance program. 

V 

Evaluating Outcomes -s 

" i * 

The process of determining the success of career guidance programs is called evaluation. 
Suggested Topics for In-service Programs. 

• Evaluation models 

^ • Roles of evaluation (formativeand summative) 
, • Methods of evaluation 

• Evaluation design 

• RepQrting evaluation findings 
Sample Activity: 

• Examining Evaluation Reports 

Purpose. 1 * 

4 To increase competence in developing and reporting evaluation studies 

Description: * 

i » 

• Workshop leader will provide each participant with an evaluation report related to a 
career -guidance program, Participants will examine the report and respond to the 

• following questions 

1 Does the report provide sufficient information for you to decide whether the 



program should be continued? 



2. If yes, what do you consider to be the strongest points of the study? Why? 

t 
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3. If no, what information did you feel was lacking? How Would you recom- 
mend that information be provided? 

*» 

' Career Guidance Practices - 

i \ 

[Career guidance practices are those techniques through which career development objectives are 
met! Through the combined efforts of home, school, and community, students participate in career 
development experiences to meet desired objectives. 

Suggested Topics for In-service Programs: 

• • Home-centered career guidance practices 



• Group dynamics v I # 

• Infusing career development into subject matter areas 

• School-centered career guidance practices 
Gommurtity-centered career guidance practices 

Sample Activity: 

•* Planning Field Trips 
.Purpose: 



( 



• To increase skill in planning and arranging group learning experiences outside the 
classroom 

Description: 

• Participants work in pairs to respond to the following items. * 

1 . A list of subjects is presented below. Remembering that field trips should 
\ relate to and reinforce the subject area under study, identify a suggested 

field trip site (in your community) for each subject. 

• —Nation's Government 
-Nutrition 
-Bodies-of Water 

-State History . * * 

-Health 

-Mammals 

2. For elich field trip suggested in No. 1 answer the following questions: 

) . 

-Would the time and expense involved be justified by the gains in- 
student learning? 

J 

-Would the field trip provide experienees that could not be provided 
in the classroom 7 ' 

28 



3. For one of the suggested field trips (above) outline learning activities that a 
teacher dould'use in the classroom priorho the field trip in order to enhance 
the experience. * " 

t * 

4. You are responsible for making alt the necessary arrangements for one of the 
suggested field trips. Set up a plan for the- completion of all arrangements- 

up to and including the day of the trip. 

if 

♦ 

Community Rekrtions and Involvement 
* 

Community relations and involvement focus on generating support for career guidance prograry 
implementation and encouraging direct public mvolvement in the program. Parents, businesses, service 
organizations, and public agencies are the target audiences of the career guidance program's commu 
njtyJovolvement efforts. \ ^ 

Suggested Topics for In-service Programs 

• Rationale forschool-community cooperation 

- — ^ * 
•'Communicating with thepubiic 

• Community participation in the school 

• School participation in the community 

Sample Activity: , ^ 

• Writing a News Release 
Purpose: 

• To improve skills in writing news releases deisgned to communicate career guidance . 
activities to the public ' - 



Description: 



• The workshop participants are provided with a handout (Exhibit 17) which describes^ 
-4he basic rules for writing a news release. The workshop participants are then asked to 
write a news release tiased on information provided by the workshop leader. Following 
^ thrs exercise, workshop participants present their releases to the larger group for con 



structive criticism. 
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Exhibit 17 



BASIC RULES FOR WRITING A NEWS RELEASE 

• An effective news release should be written in the inverted pyramid style. 

• Your first paragraph or "lead" should answer the all important WHO, WHAT, WHEN, 
WHERE, and HOW questions. Capture the reader's interest early in^your release. 

• Write in simple everyday conversational language. Emphasize verbs and short words. 

• Information should be written in declining order of importance. 

• Paragraphs should be brief. 

Any factual information should be checked for^ccuracy. 




• Proofread to eliminate spelling and grammatical errors. 



Exhibit .18 



BRAINSTORMING ALTERNATIVE LEARNING ACTIVITIES 



Within a comprehensive career'guidance program, one of the responsibilities of the 
counselor is the promotion of meaningful learning experiences for students. Below you will t> 
find a list of five 'counseling related areas. For effcti service indicate how the counselor rwght 
facilrtate student learning 

Generate as many ideas as possible \ 

1 Individual counseling - * 



Individual inventory service 



3. Information service 

4. Referral service 

5. Placement service 
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Exhibit 19 7 -> J 
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n 

1 CASE STUDY 


Problem' 


Student has requested assistance in post-high school planning. 


Background* 

*• » ^ 


1. 


Student-Joe Montrose, sixteen years, eleventh grade 




2. 


Community— Green Valley, Iowa 
r 


School Record 


1. 


Average student s - 
No discipline problem 




'2. 


K 

r- 


3. 


Has not participated in extracurricular activities 


/ 


4, 


Worked part-time as drug store clerk 




' 5. 


No post-high school choice indicated 1 . 


Tasks. 

/ 


1. 


, What could the student's teachers do to aid the student? 


J 


2 


JWhat career development needs does the student exhibit 7 

*\ 




3. 


Develop a course of action you would recommend that the • 
student follow # * 

i 



s 



? 
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CHAPTER VI 
STUDENTS AS IN-SERVICE LEADERS 4 



There are many types of in-service efforts that can be designed to meet different needs. One 
global need area that has been identified is the need to infuse career guidance into the curriculum/, 
One very effective in service«approach for developing teacher competence in infusion techniques is to 
involve students in the leadership rote for the staff development effort. 

- \ v . 

First, it is necessary to determine whether this type of in-seryice effort will be received by teach- 
ers. Two major approaches may be used tor get this kind of information. One way is to simply place a 
teacher survey (Exhibit 20 and Appendix G) in Vach mailbox,, However, with this approach the* 
response rate is apt to be very low because of its impersonal nature. 

Exhibit 20 



; 1 " 

TEACHER SURVEY QUESTIONNAIRE 

- If we can assume that you as a teacher feel that stuSents should become more involved 
m curriculum planning, would you be willing to support efforts in forming a student 

curriculum committee 7 Yes No 

Why or Why Not? 



2. If a committee of students were to be formed, would you agree to the following repre- 
sentatives two students from each grade level, the staff development leader, a teacher, 

and a counselor? Yes No ^ 

If no, who would you suggest to be included on the committee? - 

r 

i 

3 Would you be in favor of the above committee planning a student all day in-service 

workshop to be held later this year. Yes No 

If no, Why? 



If a student in-service day were planned; and you did not have teaching responsibilities 

on that^Jay, would you attend? Yes No 

If no, why not? 



A recommended alternative is to make a brief presentation at a regularly scheduled staff meeting. 
For example, a principal, businessman, superintendent, and/or career .education specialist could be 
asked tq/make the presentation because teachers are more likely to respond to a recognized member of 
the administration or the community. This person would have.to be provided with sufficient informa 
tion by the staff development leader in order to present a convincing argument for allowing students 
to assume an active leadership role. This presentation should focus on the need for making curriculum 
more relevant' for students. The survey form could then be distributed to the teachre^ 

If the idea of student involvement in curriculum planning is generally well received, the staff de 
velopment leader should begin to identify the students who will assume the leadership roles. 
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Student Curriculum Cdrr&nittee Selection and Orientation 



To demonstrate to the student body that its judgments and ideSs for curriculum change are 
valued, a student curriculum committee should be formed. The purpose of this committee would be 
to develop a plan to make curriculum mope relevant for all students bdsed upon thei) career develop 
ment needs. This plan could include an all day workshop planned by students and observed by 
. teachers* A Variety of follow through activities related to curriculum change could also be incor^o 

* rated. • * K ^ 

-n At each school building, the student curriculum committee should be nfrade up of two students 
from each grade level, a teacher, a counselor, and the staff development leader. The principal would 
be asked to serve as an ex officio member. Students seletted for positions on this committee should 
exhibit the following characteristics: 

1. Interest in taking a student leadership position in thq, school. 

2. Aware of need for curriculum change as related to group student career development needs. 

3. Willing to spend fime necessary "to complete committee work. 

Attention should be given to a broad representation of students when selecting committee members. 
For example, students who generally display little' interest in school activities; vocational students, 
potential dropouts, and students who have-not held leadership positions in the past should not be 
overlooked. " - ~ . „ 

The'Stutlent currfculum committee may be formed through various means: 

•1. Selected by*scbool personnel 

< ' • ' 

1 2. Chosen by fallow students Ln a democratic election 

3. Formed from a Jist of volunteers 

♦ * 

The studenj.curnculum committee needs to be in-serviced so that it in turn can plan, organize, 
and conduct an all day in service workshop jpLtherest olthe^sludeat body and teachers in the school. 
(Chapter II of this handbook wIirassistTn planning this effort.) The st^ff development leader wilT 
need to provide leadership for the in-service education of this committee. 

The initial orientation offyie studerft curriculum committee should be scheduled at the conveni 
ence of the total membership. This meeting, as well as future committee meetings, will need to be 
conducted during free periods, activity periods, or lunch periods. ^ 

f ; 

The staff developmen^leader will need»to explain the..roles and responsibilities of the student 
curriculum comrtiittee at the initial session. Suggested roles and responsibilities for the committee 
follow: 

♦ _ 
1. Plan, conduct, and Evaluate all day workshop 

- Develop workshop program plan 

* -n, — Contact resource persons, speakers, etc. 

- Acquire or develop needed materials (posters, handouts, food, etc.) 

( 
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- Publicize#vorkshop (newspaper, T.V., radio, posters) « 

- Assist in presentation preparations u 
*• - Lead certain aspects of workshop 

- ' Evaluate workshop ^ 

t?.-.. 'Collect, organize, and interpret ideas generated during workshop. 

3. Produce a handbook of student ideas on how career v development concepts can be infused 
in the various subject Sreas of the schools curriciulum. 

4. Identify career develQpment concepts which have been infused as a result of ideas presented 
♦ (annual or semester basis)* 



All Day Workshop 



The fhaterials in the remainder of this chapter are designed to provide the staff development 
leader with ideas that students could use in planning and conducting an all day workshop. An over- 
view of the all day. workshop is presented in Exhibit 21. Mai^detailed procedures and additipnal 
suggestions follow the exhibit. - ' ' ^ 

Exhibit 21 ^ 



ALL DAY* WORKSHOP PLANNING GUIDE 



Goal 



To help teachers integrate career development into the curriculum 

/ ♦ 
' Objective To generate student ideas for mf iJsThg career development mtq the classroom, 

■\ 

_1 



Audience 



Students 



Teachers, 



Resources 
Available r 



3u tiding 



AV Equip- 
ment 



Consum- 
able 

Materials 



Resource 
Persons 



Leader 
Strategies 



Welcome 



Introduce 

Keynote 

Speaker 



General 
Orientation 
to Career 
Develop- 
ment 



Arrange 
Small 
Group 
Sessions 



Learner 
Strategies 



Keynote 
Presenta- 
tion 



Presenta- 
tions 

Multimedia 

Dramatic 

Musical 



Small 
Group 
Sessions 



Resources 
Needed 



Consultants 



Support 
Materials 



FoltQwup 
Suggestions 
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Evaluation 



Written 
Checklist 



Verbal 
Group 
Discussion 



District 
Newsletter 



Radio 
Announce- 
ments by 
Students 



Communi- 
cation and 
Promotion 



Announce- 
ments on 
P A System 
by Students 

School 
Notes to 
Students 



Time 



One Day 
for In- 
Service 



Five to 

Twenty 

Hours 

Planning 

Time 



Cost 



Approxi- 
mately 
S500 00 



Refresh- 
men fs 



Consum- 
able 

Materials 



Consultants 
Key Speak- 



Students 
Could Pro- 
vide Re- 
freshments 

Conations 
Service 
Organiza- 
tions 

Individuals 
Fund Rais*, 
ing ^ 



Since the all day workshop involves the entire stdHent body, students will need to be assigned 
to small groups. The stucfentjcurriculum body will be responsible. for making sure this activity is 
aqcorrjplished. A pre-registration form which serves to identify studfent interests may be used to help 
form the groups. (Exhibit 22) - * • 
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PRE-REGISTRATION FOR STUDENT GROUP ASSIGNMENTS 

Please indicate your first, second, and third choice for each of the three sessions listed below. 
Make sure you choose different subject arqas for each session. 


1 

Subject-Area 


Session I 


t' 

Session tl 


Session III 


'Math 9 






T 


Algebra 




• 


: -3to^ 


Geometry 




• 




Genera! Math 


- 






1 General Science 


* 






Biology 








Chemistry 


- 






Physics 








*En9Ms>>9 








English 10 








English*ir 






\ 


-.English 12 








French 








Spanish ^ 








American History 








World History 








Civics 






-> • 


; Girls Health Physical fid. 




* 




Boys Health Physical Ed 


* 


s 




Art 








Vdbal'Music 








Instrumental Music 






s . 


Home Economics 








Industrial Arts 


0 







* * *- The student curriculum committee will be responsible for having the data from the pre-^' 
registration forms analyzed anjl put ipteiftorkable form. A master schedule should be prepared. 
Finalized schedules will be distributed to the students the day of the workshop with other registra 
tion materials. , * • 



On the day of the workshop, students will report to their respective homerooms. After attend- 
ance has bejrktaken, students will receive the day's agenda and their small group assignments. A 
sample agenoa is shown in ExhibitJ?3. 
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STUDENT A L LI) AY WORKSHOP AGENDA 



7 

Registration „ * ' 

'Welcome and Overview , 

Student Curriculum Committee Chairperson 
Principal % , 

Student Body President 

'Keynote Presentation . 

- "Relevance of Education" ^ t 

} 

* General Orientation to Career^ Guidance 

Dramatic Presentation— "Goodbye Rotifer" 

Session I— Small Groups ^ 
Refreshments 

Lunch 

S^lio^f^Small broups 
Session Ill-Small Groups 



Respective Homerooms 
Auditorium 



Auditorium 

Auditorium 

Classfcoms 

Cafeteria 

Classrooms 

Classrooms 



8:00 
•8:15 



8:30 



9:15 



10:00-11y1| 
j 

11:15-12:30 

12:38-1:30 

1:30-2:30' 




0t The staff jSev^lop^ment leader shoulqj be prepared to provide ideas for program content, if the 
students .appear^need them.. Suggestions for the keynote speaker, general orientation session, and 
small group sessions follow. ' „ ^ 

The student curriculum committee shduld be encouraged to se\ect a keynote speaker who is 
dynamic and. who can relate well to students. For example, it is more likely that students would 
-better identify with a sports figure or television personality than with the "traditional" educator. 

The content of the general orientation-can be presented in various ways. Generally, the presenta 
tion i^mdre likely to be effective if students are involved fa both the preparation and presentation. / 
These presentations could take ;he form, of dramatic presentation, musical presentations, or variety 
shows to name a few. Other suggestions for the geeeral session include movies, mutti media present^ * 
tions, and student panel presentations. Ap outline for ^sample skit is presented iri Exhibit 24. 
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Exhibit 24 



OUTLINE FOR STUDENT SKIT 



"Goodbye Rotter" 



~ Synopsis: The central character in this short three act play is Rotter. At the opening of 
the play; Rotter is the image of a "traditional" teacher who turns.x>ff kids. 
Rotter is concerned and cares but doesn't know how to mSke education more 
relevant to his students. With their help, Rotter undergoes a transformation and 
a new character emerges— KotteH 4 * 

- Cast of Characters' r Rotter Pinky V 

Horschak * Other Students 

*r _ - Epstein ' Principal 

Barbarmo Teachers 
Washington 



Act I, Scene |- 

The setting is^aTunior English class, students' desks are arranged in rows-end Rotter's k 1 
desk is at fhe front of the classroom. 

4 Stage Note. The class is bo/ed. Some are sitting in their seats, passing notes, and 
throwing papers. One couple is "making out" in the back of the room. 

t . . . 

Rotter is standing at the board explaining dangling participles, colons, and diagramming 

sentences* ? ^ 

*~ 4 Possible aside-* 'Class is a bore!") ^ 
I ^ Black Out 

Scene II: » 
Teacher lounge. 

Teachers are sitting around complaining about their students. 

Rotter is sitting away from thkgroup, apparently deep in thought. One teacher relates 
a personal statement made by A studejit. Rotter reacts to this teacher by statihg that 
personal information of this type should be kept con/To^fitial. 

J 



Curtain. 5 



Act II, Scene I. j** 
Student council meeting. 

A general grip session is occurring. Such comments as "Everything is wrong/' "We 
^ need ..." 

Students make a list of their grievances, and one student leaves to take the list to the 



principal. 
Black Out ' 
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Scene II: . ' " 

Principal's Office. 

Students are attempting to present this dissatisfaction to the prirfctpal. 
The principal is not-responding to their needs. 

« 

Curtain - 

Act III, Scene I. * ( mt 

1 Rotter's classroom (without students). y 

Student council members enter and request Rotter's help. Rotter and the students 
interact to discover what can be done to meet their needs. 



As a group, they decide on student involvement in curriculum planning and orr 
in-service day conducted by students. - 



Black Out 
Scene II: 



Kotter's classroom, seats are arranged in a semi-circle anfUCettgMS seated on his 
desk. , 

Sweathogs appeaj: interested and involved in what is taking place. 
Jazz band entersplaying-students sing "Weldome Back Kotter." 
Curtain 



Much planning also wilt be required for organizing the small group sessions. The student curricu 
lum committee will need to select a student leader for each room in which tfcye small gnoup sessions are 
to be held. In a<J4tf ion, committee members will need to identify an adult who is willing to be present 
in each room duJBathe three group sessions. It shoufd be explained t^^he adult's role i$ to be a 
passive one and that the person's responsibility is mainly to be available for control and emergency 
purposes. The responsibilities of the student leaders are greater. The^ will be responsible for leading 
the small group sessions which involves keeping students on target, i.e., making the curriculurrnfcpre 
relevant to student's needs. A caution should be made thatihejdeas generated by students should be' 
realistic and practical. The student leaders also will have to be familiar with the curyculum for the 
subject matter fo^ which they" are responsible. A meeting with the appropriate teacher may be re 
quired to obtain this information. 

Through meeting with the student curriculum committee, tfie student leaders will receive an 
overview of how curriculum can be made more relevant. This discussion should include the following 
points: ^~ . 

(. ^ ■ . ' r ■ 
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2. 
3. 



The importance of getting to know themselves and others better and how this knowledge 
affects their present and future-relationships. 

V 

The importance of planning and deCision-making for their future* 



The importance of understanding the various present and future coles of their lives, such as 
student, worker, family member, etc. % 



fcpi 



The overall purpose of the small group sessions also should be explained to the student leaders-to 
generate student ideas for career development activities which could be incorporated into the curricu 



The staff developmertHeader may wish to illustrate an example of subject matter curriculum as 
ft appears at the present time and what itcould possibly look like in the future. 



Exhibit 25 



IDEAS FOR CURRICULUM CHANGE 



Present English Curriculum (9th Grade) 



Topics 



Grammar 



• m Sentence^structure 

• " Capitalization 

• Spelling 

• Punctuation 

• Paragraphs 

• Verb tenses 

/ ' 



Literature 



• Ten short stories 

0 

• Romeo and Juljet 



Presentation 



In presenting the elements of grammar to the 
classes, the teacher presepts a lecture and asks 
the students to complete homework assignments. 



Students are assigned stories and asked to answer 
questions in class. 

Students are assigned character parts that they 
read in class. Time is spent on analyzing and 
interpreting author's meaning. As a culminating 
activity, each student is asked to memorize a 
soliloquy and recite it to the class.* 
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Future English Curriculum 



Topics 



Grammar 



Spelling ' 



• Capitalization and 
Punctuation 



• Paragraphs 

Literature - 

• Short Stories 



• Romeo andJuliet 



Presentation , 

Prior to the start of a grammar unit, thfe class 
takes a field trip to a publishing firm or views 
a film that depicts various aspectsjDf publish- 
ing work. 

Students read newspapers and pick ouX • 
spelling mistakes. 

Editor of local newspaper comes in as resource 
person and discusses importance of these >^ 
elements to his/her job. 

To practice writing paragraphs, students write 
on the career planning that they have initiated. 



Using stories that relate to student interests, 
the students role play various characters 
described. 

Students engage in a.bookmaking activity 

after having written a short story on the topic ~ 

of their choice. 

Students investigate the various dutiesfknowl- 
edges, and training required for professional 
theater work. They engage in various aspects of 
planning the production of Romeo ang^Juliet. 



The student leaders should be instructed to turn in all ideas that were generated in the small 
group sessions to the student curriculum committee. The committee will then need to screen these 
ideas for appropriateness for future use. AH acceptable ideas should be organized and prepared for 
presentation to teachers. This presentation could take -the form of an idea catalog for teacher use. 



To determiRe the effectiveness of studepur'as » 
tions could be used. For example\icKjrnaJf£m studen 
with students to obtain their reactioftyto the all day 
mittee coufd design a questionnaire which would mea: 



irvicejeaders, several different types of evalua- 
could be asked to conduct informal interviews 
workshop. Also, tlTe student cirriculum com 
ire the teachers' response to the workshop. 
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CHAPTER VII 
WORKABLE IN-SERVICE IDEAS 



The "workable" ideas'presehted in this chapter are designed to stimulate the readers' creativity 
for in service program development. The first section provides a suggested list of competenciestar * 
the staff development leader with associated workable ideas for^attainmg these competencies. The 
remainder of this chapter provides a description of the roles and responsibilities of otlw individuals 
who play key roles in the planning, implementation, and evaluation of 'the career guidance program. 
Workable in service-ideas are also provided for these groups of individuals. The authors draw heavily 
from Position Pdperon Career Development pubSshed by the American Vocational Association and 
National Vocational Giad^nce Association Comrpissiqn on Career Guidance and Vocational Educa- 
tion, 1973 forjcany of the ideas presented. 



Staff Development Leader „ ■ 

To assure program quality, consistency, ar$i sequence, one person mysttbe assigned responsibility 
for overall coordination of the career guidance program staff developmenf efforts. The competencies 
needed by that person include: m % 

* 

1. A thorough understanding of career development theory and practice; , ' - 

2. Group process, human relations, and corlsultartve~ski1IS; 

*■ , - 

> 

3. A knowledge of curriculum and how curriculum is developed; 

4. An understanding of the relationship among values, goals, choices, and information in 
decision-making; 



5. A knowledge ot/ne history of work, education, and leisure; 

6. An understanding of the changing nature of manpower, womanpower, and economic out 
looks; and, " ~ 

. * 7. Familiarity with various strategies and resources for facilitating career development, includ- 
ing the utilization of the school, the community, and the home. 

Workable Ideas for the Staff Development Leader 

m * Establish library related to guidance, counseling, placement, follow up, follow-through, 
and staff development. 

• Visit experienced guidance and staff development leaders in the area. 
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Visit university staff who are skilled in guidance and staff development. 
Visit with state department consultants. 

View films, v.ideo tapes, or TV programs that deal with guidance or staff development. 
Request training assistance from staff experienced in in-service techniques. 
'* Enroll in career guidance, career education, and in-service methods courses. 

Acquire and use competency-based teacher/counselor education modules or units. 
Hire special consu/tants. 

Identify and visit industry, business, labor, and government personnel who have experi- 
ence in staff development. m * 

Counselors and Guidance Personnel 

Counselors and other guidance personnel play important roles and assume important responsf 
bilities for the career guidance program. Among these are:. 

• Coordinate the career guidance program. 

• Provide staff with the understanding necessary to assist each student to obtain a relevant 
education. 

• -Coordinate the acquisition and use of appropriate occupational, educational, -and labor 

market information. 

• Help staff understand the process of human growth and development. 

• Assess individual needs. 

• Help staff plan for sequential student learning experiences in career development. 
Coordinate the development and use of a comprehensive, cumulative student data system. 

• Identify and coordinate the use of sch6ol and community resources needed to facilitate 
career guidance. 

• Coordinate the evaluation of students' learning experiences and use the resulting data in 
counseling with students, in consulting with the instructional staff and parents/ and in 
modifying the curriculum 

• Coordinating the evaluation of students' learning experiences and use the resulting data 
in counseling with students, in counsulting with the instructional staff and parents, and 
in modifying the curriculum. 

• Coordinate 3 job placement program for the school and provide for job adjustment coun 
seling. . ^ 
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• Provide individual and group counseling and guidance so that students will be stimulated s 
to continually and systematically interrelate and expand their experiences, knowledge, 
understanding, skills, and appreciations as they grow and develop throughout life. 

* • Help students realize that each person has a unique set of characteristics and that, to plan 
*r realistically, they must appraise themselves fairly. * 

t 

• ^Enable students to make use of available assessment tools and techniques in examining 

their personal characteristics. 

• jAssist students in identifying realistic role models. 

• Assist students in developing the employability ski-Hs necessary for entry into employment 
where opportunities exist 

Workable Ideas for Counselors and Guidance Personnel 

The ideas presented for the staff development leader may be used. In addition: 

Provide opportunity for counselors and guidance personnel to conduct speaking engage- 
ments for community groups Much can be gained by interacting with employers, parents, 6 
and other community members. 

Have an area guidance director visit your schools and consult on ways in which the program 
could be strengthened. 



Encourage counselors and guidance personnel tp become members and be actively involved 
tn community organizations. 

Have counselors and guidance personnel set up personal schedules of wor^ite visitations. 

Provide opportunities for counselors and guidance personnel to meet with staff at the em- 
ployment agency(s) in the area. > ^ 1 

Have counselors and guidance personnel meet with area post secondary institutions to better 
understand what educational options are available and how to access these options. 

v r * 

Provide opportumtiesNor counselors and guidance personnel to TOeet with past students in 
job settings to identify vtheir job coping^nd adjustment problems. 

• * 

Suggest that counselors 3nd guidance personnel set up family home visitations on a planned 
basis. 

Encourage counselors aljid guidance personnel to continue enrollment in coursfe work, semi 
nars, conferences, and conventions on career guidance. ^ # 

Provide opportunities for counselors and guidance personnel to meet^/ith small groups of 
students weekly/monthly to gain their perspectives of their needs and how the guidance 
program is operating. % 
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Set up multi district self-help meetings for counselors and guidance personnel fofidea 
sharing and problem resolution. 

"Principals 

; 

The building level administrator has a major responsibility Tor the career guidance program. 
This reponsibility carries with it the need to provide ongoing leadership, assure staff support, and 
, assure thai sufficient resources are available. More specificaHy, some building level roles and respon 
sibilities are: , * Z , 

1. Provide active encouragement and support of the career guidance concept and program. 

2. Espouse the idea of career guidance ai a responsibility of each staff member. 

•* * * 

3. Provide commitment to experimentation and flexibility in the guidance program and cur- 
riculum. 

4. Provide opportunities for in-service education of staff in career guidance and human 
relations. 7 

5.. Support the development of a career guidance commrttee composed of, staff members, 
students, parents, and community leaders. 

6. Provide necessary personnel, space, facilities, and materials. ^ 

7. Engourage constant evaluation and improvement of the program. 
Workable Ideas for the Principal 

• Establish one or two day internships in a local work setting where administrators can 
examine new technology, work conditions, products being produced, and past students 
in work situations. / •" 

• Establish school administrator and industry, business, and labor seminars or panels where 
employabihty, coping, and adjustment skills and problems of past graduates can.be dis 
cussed. * c 

• Create settings where? past students of all types can rap with the administrators concerning 
their transition problems and how the school could both assist them and current students 
who will be entering the labor market. 

• Have administrators study follow up program evaluation and needs assessment reports and 
present problems, successes and recommendations for future action to staff, parent groups, 
civic groups, and school board. 

• , Set up situations where administrators attend guidance related seminars, workshops, 

"and conferences and prepare to-brief counselors upon return. • 



• # Establish situations where an ar£a administrator and/br counselor who operates .an ex- 
emplaryguidance program would invite your principal to visit for one day to talk with 
key staff and examine materials and techniques that are used. 



• Invtte the state guidance supervisor to visit your school and have this person informaljy. * 
present promising practices that are occurtng in schools that are similar to yours arouncj 
the state. • _ 

• Suggest that the principal enrolUm various organizations so that he/she receives newsletters, 
journals, etc, 

,/ • Plan for informal weekend meetings between guidance staff and "administrative staff where 
the agenda is a mixture of leisure and guidance program discussion. 

• Arrange for different types of personal contacts with administrators bqjh in social and work 
situations where the career guidance program can be discussed. 

• Provide situations where administrators give primary leadership to various guidanc| related 
in-service or development activities. 

• Arranga for outside agencies (governmental^civic, or educational) to invite principals to r 
be a speaker or participant in their meetings or special events. 

• Arrange for-arrea mu I ti district administrative guidance related workshops. 

• Develop informal way of relating community feedback to pnocipal on the effectiveness 
of the school's guidance program, 

• Develop a teacher/counselor "show and tell" session regarding guidance activities with 
principal as reactor. 

Teachers 

o 

Teachers need to carry many of the same responsibilities as guidance per^nnel in facilitating 
the care£r development of alLstudents The following are a few roles that ma^all for in service 
assistance 

1. Provide for easy transition of students from home to school, from one school environment 
to another, and from school to further education or employment. 

2. Provide students with curriculum and related learning experiences to insure the develop . 
ment of basic concepts of work and the importance of trr&se who perform work. 

3. Provide group ^uiciance experiences which demonstrate the relationship between learning 
and job requirements. 

4. Assist students i/i analyzing and interpreting their learning experiences for better under 
standing of self ih relation to the world of work. 

5. Plan and provide instruction which prepares students to enter, adjust, progress, and change 
jofcs 

6. Encourage employers to assist in expanding student awareness of career opportunities. 

7. Participate in the planning and implementation of a comprehensive career guidance program. 

* 
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8. Help parents understand and encourage the career development process as it relates to 
their children. 

9. Prdvide opportunities within the curriculum for students to have decision making experi- 
ences related to educational and vocational planning. 

10. Assist stucleats in synthesizing accumulated career development experiences to prepare them 
for educational transitions. ^ — s 

1 1. Provide career exploratory experiences to help students gain an understanding of worker „ 
characteristics and work requirements. 

12. Provide experiences to help students increase their understanding of their own capabilities, 
interests, and possible limitations. , i 

13. Provide for career preparation experiences that will enable the individual to acquire skills 
necessary to enter and remain in the world of work at a level appropriate to his/her capa- 

• bilities and interests. 

Workable Ideas for Teachers 

Develop contract learning experience? for teachers in which they arelnvolved in setting the 
contract agreement. If possible, peer evaluation could bemused as a means of determining 
successful completion of learning activity. 

» 

Establish a career guidance library for teachers and continue to communicaje about special 
materials. 

Establish a work setting visitation schedule to enaWCeach teacher one to two field trips per 
year. During visitations attempt to arrange for staff to visit former students. 

, Provide opportunities for counselor to conduct group, counseling and/or guidance sessions % 
in each classroom during the year. Indirectly the teachers will increase their knowledge of 
student concerns, interests, and plans. , 

identify seminars, conferences, anc/workshops related to guidance and counseling in which 
teachers might participated 

Establish and maintain multi school career-guidance curriculum committees for both brain 
storming and guidance curriculum development. 

Set up situations where teachers can visit other classrooms (own district or surrounding 
districts) where career guidance is well established. 

Provide opportunity for teachers to identify various occupations in the local community 
(local telephone directory) and describe how their subject matter relates to the skills and 
knowledges needed by workers. , * = " * ' *" 



Conduct local "make it" and "take it" workshops focused on developing career guidance 
materials to be used in their classrooms. 



Have the librarian and/or audiovisual director meet wtttV teachers by department to ex- 
amirie the resources which could be used for career guidance in their subject matter areas. 

Create a situation in which the counsel^^dminiiters tests and other inventories to teachers 
which are generally given to students. Have the teachers interpret their scores. 



• Make available to teachers various newsletters, monographs, and other publications which 
demonstrate the effectiveness of career guidance practices in the classr.oom. 

Students * / ■ * 

The career guidance program personnel are in a prticularly strategic position to capitalize upon 
the talents of students. Several ways in which students can take an active role in the career guidance 
program are: 

1 . Serve on school building or district guidance work committees. 4 . 

2. Serve as guidance leaders in classroom and nonclassroom settings. 

3. Assist in seeking out work experiences for self and others. 

4. Participate in community need and resource surveys. 

5. Participate in guidance follow-up studies. 

6. Assist in the development and operation of career resource ceruers. 

7. Assist in the development of community resource file. 

Workable Ideas for Students * 

*> 

Have students prepare and deliver guidance activity announcements on the scho^Ks public 
address system. 

Have studeKts prepare and present information about various aspects of the career-guidance 
program through the loca^newspaper,-fa€tfo, or television stations. 

Have students develop and conduct school and community interviews. 

Have students create'and present guidance related skits or plays at the school's assembly 
programs and at civic and social clhb meetings. w 

Have students organize and conduct guidance related open houses for parents and com 
munity members. 

Involve student* in various adult staff development programs that relate to mutual roles and 
responsibilities. 

Have students present interpretations of the school's career development neecjs assessment 
results to parents, administrators, and faculty. 

Establish a peer counseling program using students trained by counseling staff. 
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Parents * - 

Parents should play a vital role m planning the career guidance program. Parents who take full 
advantage of the information given them by school staff members can : 

1. Serve on career guidance program task committees. 

2. Serve as resource persons in the school. 

3. Assist in providing work experiences for students. 

4. Participate in planning and conducting field trips for students. 

5. Assist in organising guidance-related special events in the commumty. 

Workable Ideas for Parents 

Conduct, evening sessions for parents to provide them with an overview of career develop- 
ment and career guidance programs. 

Provide the opportunity for parents to observe their children's classes. 

Have parents participate,^ workshops designed to build knowledge and develop skills re- 
quired for implementing the career guidance program. 

Conduct" p&rent seminars related to career guidance. 

Send periodic newsletters to parents concerning career guidance activities. 

Make*materials related to career guidan^available for parent use. 

Encourage parents to maks work site visitations. 

Provide situations where parents give leadership to guidance-related activities. 

v Community Members ^ 

Educators and„parents must be ready and willing to team up with other community members in 
planning and implementing career guidance. programs, The roles and responsibilities of community 
members include: 

1. Participate fn the formulation of career guidance program policies and procedures. 

2. Assist in completing various tasks associated with planning and implementing a career^ 
guidance program 

3* Act as resource person. 

4. "Provide to'o*k experiences for students. 

Ptpvide* information about current and projected job openings, available training programs, 
and information related to job characteristics. 

50 *n 



Workable Ideas for Community Members* + # . % 

Conduct open house for community members to learn about the school's career guidance 
program. ' • 

Visit employers and othef community members to expfain the career guidance program. 
Send newsletters refated to career guidance activities to community members. 
Invite community m&nbers participate in career guidance activities. 
Provide opportunities for community members to review career guidance materials. 
Establish a strjss of seminars for commuruty members. - 



Provide opportunities for cpmmunity members to make presentations about the careei; 



gtndance'program to community organizations. 



r 
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Appendix A 

CAREER GUIDANCE PROGRAM STAFF COMPETENCES ~ 



Planning 



Organise the development of a career guidance committee composed of staff members, students, 
parents, afrd community leaders 

Communicate about career guidance to the administration. > 
Know effective public relations techniques. 

" n - - ■* - 

Convey the coryaipt of career gJRfance to the community. ' 
Establish commitment of *the school and community to the program. 
^ Conduct a meeting. 

.Design a step^by-step program to reach a goal. , ~ ~ 



„ 3 r N 
Identify a working definition of ca&eer development and career guidance. 

4 'I 

Delineate basic principlesjhat underlie career development. 
; Formulate a rationale for career guidance programs. 



Use needs assessment data for developing short and long term comprehensive career guidance pro 
gram plans. 

Know financial requirements for career guidance program delivery. 
Maintain liaison with state department offices. 

Develop a sound ffhancial management plan for career guidance at the local level. 



Provide active leadership, v ? \ > 
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Obtain policy and budgetary support for career guidance program. 
Motivate, work with, andtead professiohal individuals. 

Organize career guidance program within the time, resource, and energy constraints of tfte 
^ district. 

Maintain district commitment for career guidance program. ' 
Extend leadership for in-service education. ^ 
Understand the purpose of the career guidance program. 
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Work with both community and educational personnel in^eadership and supportive roles. 
Provide ongoingin-servlce programs as needed. 

Upderstand current legal requirements which affect career guidance program planning. * 
Needs Assessment 

Interpret results of needs assessment to staff, parents, students, and community. 

* Develop clear statements of needs based on data gathered in survey. 

* * 
Know of available career interest survey instruments. 

Identify major goa(s of career guidance. , 

Collect needs assessment data. 

Tabulate and analyze needs assessment data. 

Interpret needs assessment data. 

Plan and conduct a comprehensive community survey to assess career guidance needs. 

Develop items for needs assessment instrument. ' f 

Goals and Objectives 

Write measurable objectives for the career guidance program. 

Know career guidance goals and objectives. 

Know techniques for writing career guidance goals and objectives. 

Identify career guidance goals and objectives based, on career development concepts. 

Develop career guidance objectives'^ the cognitive and affective domains. 
Resource Assessment 

^ — ■ - + * 

Know ofwanous career guidance resources, throughout the community and state. 

Contact and use resources. 

Identify financial resources in a local educationJagency needed to support a comprehensive career 
guidance program. - - ' 

Develop and maintakfa community resource file. " 

Identify resoijrces and/or services available from the community for enriching the career guidance^ 
program. " * 

•'•.*< 
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Identify types of facilities needed for a career guidance program. 

-A Evaluatm$*Outcomes 
* 

Administer ability, interest, and achievement tests to students! 
Know of instruments available for measuring career development. 
Design a system to evaluate career guidance objectives 
Report results'TJf evaluation 
Develop questionnaires and other instruments. 
Identify the evaluation and feedt^ck procedures that # will be used to assess progress. 
Use pre- and post-assessment techniques. 
Placement 

Know of current career opportunities available locally. " 

Know of career opportunities for women. ^ 

Organize and maintain student data in files. 

Develop good workifig relationships with organized placement agencies in the community. 

^ Identify resources and oppojjtwities availability for placement througfi^ublic and private 

£ acgncies. h 

Organize and maintain placement materials so they are usable by students, parents, and staff. 

m Identify information concerning post high school job placement and school selection. 

Place students in appropriate educational institutions. / - - 

Identify careers that require a high school diploma. 

Obtain information on employment trends frfcm the local state employment services. 

Maintain job resource file. * ' 

Maintain rapport with potential employers for students. 

Follow-up ' s ^ 

c v *~ 

Design effective follow-up instruments and procedures. 

Determine wh&t types of follow-up data are needed. 

Implement a system for the efficient retrieval of follow-up data. * 
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Counseling 

Interpret test results to students and parents. ' 

Assist students in the assessment of their own career development needs. 

Assist students in planning their own educational and personal programs in relation to their own 
career choices. 

, Use individual guidance techniques. 

Use group guidance^techniques. 

Use career materials such as games and kits in career guidance. 
Present career options available to students. 
Apply skills designed to reduce conflict. 

Us^ human relations skills necessary to assist students with career development 
Know human growth and development processes. * * 
Identify students wrth special needs and refer. to appropriate agency. 
Career Guidance Practices - ^ , . .. 

Integrate career guidance activities into the curriculum. „ - 

Design an.d conduct career guidance classroom activities. • 
Relate course work to students' future life planning. 

Select, organize, and cJassify materials for a career guidance resource center. 

Know the existing curriculum within^the school. 

Develop learner activities that achieve career development objectives. 

Identify subject matter concepts commonly taught at each grade level to determine how career 
development coasts fit with the curriculum. 

Teach career development skills to students. ^ 

Develop a rationale for infusing career guidance into the curriculum. 

Coordinate career guidance curriculum development. 



Develop learning activities which infuse career guidance concepts -into. appropriate levels of 
curriculum. ;> 
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Develop a system for working with parents regarding career planning for their children. 4 

Implement parent education activities which focus on the relationship of the home to the career 
development of the students. 

Rural Commhoity Perspectives 

Identify and use .instruments, strategies, and techniques for instituting programs of attitudes and 
values expansion for staff, parents, and employers. — ^ 

Develop broad ranging programs of attitudes and values expansion for staff, parents, and employ 
• ers based on empirically derived as well ^subjectively derived data. 

Deal with attitudes and values in a positive way in order to facilitate more satisfying life role ' 
assumption for youth. 

• Analyze their present attitudes towards career guidance. 

Know that students become vocationally mature at an early age and that stereotypic thinking 
on the part of adults may limit the career potential of youth. 



Understand the background of ethnic groups as it aff&rts career choice. 




Recognize the occupational potential of youth regardless of sex, ethnic background, or socio 
economic status 

,Help staff broaden their life-role expectations for students.. 
Assist youth in expanding life-role aspirations." 

Know how federal and state laws on sex stereotyping affect career guidance activities. 
Understand the economic, sociological, and psychological aspects of the changing nature of work. 
Commuriity Relations and Involvement 

Involve'parents in school career guidance activities. 



Involve community members in career activities with students. 
Know effective public relations techniques. 

Maintain network of communication between school and community. 
Use techniques for coordinfting school and community resources. 
Implement a public relations program. * 
Serve as liaison person to the comitfumty. 
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Maintain liaison with community groups ' r 

Establish and maintain working relationships with local business, industrial, and labor personnel 
in devefoping'or improving exploratory work program. • 

Arrange for and .conduct field trips. 

Secure support for career guidance program from influential community groups. 
Speak at community group meetings to describe career guidance program. 
Contact personnel offices to obtain written information about job opportunities. 



, < 



9 

ERIC 



58 



Appendix B- . , 

STAFF DEVELOPMENT QUESTIONNAIRE 

1. What skills do you feel you need to develop in order to work effectively in a career guidance 
program? 

• Methods or techniques for classroom activities / 

• Individual and/or group career guidance lesson plans 

• Assessing students', communities', teachers' needs 

• Other 

2. What topics do youleel are important to cover an in-service education session for the career 
guidance program? 

• State and national career guidance models 

• Career guidance materials 

• Career guidance resources 

• dther 
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3. What techniques do you feel are most valuable for in-service programs? 

• Role playing 

• Small group activities 

• Large group discussions 

• Case studies 

• Other ^ 
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Appendix C 
STAFF SURVEY 



The following statements describe possible competencies needed by counselors for a career 1 
guidance program. Please respond twite for each statement. First, indicate how important the 
competency is for the career guidance program, and second, indicate how much in-service help you 
need to develop the competency. - ~* 



Importance 

None Little Some Much Great 

-2 3 4 5' 
2 i 4 5 



-2- 



3 4 

3^4 

3 ^4* 

' — 
3 4 



- J2 




4 
4 



5 
5 



1. Ability to use career materials, such 
as games and kits, in career guidance. 

2. Ability jto communicate about career 
guidance program to the administration. 

^3. Knowledge of current career'opportuni- 

-..ties. 

9 

4. Ability to help teachers integrate 
career development into the curriculum. 

5. Ability to coordinate career guidance 
programa.wi^ucurriculum, instruction, 

- and other student personnel services. 

6. Abifity to develop a system for working 
with parents regarding educational and 
occupational planning for their children. 

i 

7. Ability t<5 accurately organize and 
maintain student data in files.' 

8. Ability to relate appraisal data to the 
total school instructional program. 

9. Knowledge of information concerning 
post-high- school job placement and 
school selection. 

10. Knowledge of effective public relations 
techniques. 

1 1 . Ability to design and conduct classroom 
career guidance activities. { 

12. Ability to help teachers relate course 
work to student's future life planning. 



Need for In-Service 
None Little Some Much Great 

2 3 4 5 
'2 3 4 5 
2 3 4 5 



2 3 4 5 

2 3 ' 4 ' 5 

2 3 4 5 

$345 

2 3 4 5 

2 3.45 

2 "3 4 

2 3 4 5 

2 3 4 ' 5 



Importance ^ Need for In-Service 

None Little Some Much Great j^ one Lltt | e Some Much Great 

1 2 3 4 5 13. Knowledge of instruments-available 1 2 3 4 5 

^ *for measuring career development. 

1 2 3 4 5 14. Ability to write measurable objectives 1 2 3 4 5 

for the career guidance program. - ' 

1 2 3 4 5 15. Ability -to interpret results of program 1 2 3 4 5 

evalaation to staff, parents, students, 
and community. * " 



Adapted from Career Competency Survey, California Pilot Career Guidance Center, San Diego 
County Department of Education, 1974. 
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Appendix D - 
STAFF DEVELOPMENT PLANNING GUIDE 



Goal- 
Objective: 



Audience 


Resources 
Available 


Leader 
Strategies 


r- 

Learner 
Strategies 


Resources 
Needed 


Evaluation 


Communication 
& Promotion 


Time 

S 


Cost 




* ■ - ^- ^ 


* 




» 

i 


- * 






« 














• 








* 








- 








/ 


































- 
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• 


V 










* 














» 




* 




• 














* 
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Appendfx E 



STAFF DEVELOPMENT PROGRAM 
(Cover Example) 





id. 



--re**" 



Roger Combs ' 
Career Development Coordinator 
Trimble Local Schools 
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Agenda Example 

f . - career development Workshop 

~\ (<* ■ ' TRIMBLE LOCAL SCHOOLS PROGRAM - ' 

Theme-"To Make The Best Better" #. 

Purpose— To provide career development orientation for Trimble Local Schools personnel 

^0 

GENERAL SESSION . V . . * 9:00-9:45 

- Welcome-D*John Meighan,,ifk Cck Voc. School 9:00-9:10 

Career Education . . / '. 9:10-9:40 

Comments and Announcements R.C v . , . 9:40-9:45 

After the break all participants wilj meet in groups 
in rooms as indicated on name tags, 

BREAK (5 minutes to regroup) 

SMALL GROUP SESSIONS 

Program orientation for each, level film and discussion concerning seven 

developmental areas : 9:5^10:25 

Motivation (K-6) Room 

Orientation (7-8) Room 

Exploration (9-12) Room , - ' 

V 

BREAKMcoffee and doughnuts) 10:25-10:40 

Orientation to seven developmental areas v 10:40-11:1-5 . 

NITTY GRITTY SESSIONS**?^ 11:20-12:00 

/Brainstorming to prepare lists of Activities to provide development in each ^^^^ 
developmental area ^ ^ ^ » I 

M--1 Room Facilitator * # 

M-2 Room Facilitator 

M-3 ' Room Facilitator ' 

M-4 Room Facilitator ^ 

0-1 . Room Facilitator ; . 

0-2 Room* '2 Facilitator , w 

0-3 Room Facilitator * -~ 

E-1 Room Facilitator * 

•*v E-2 Room s Facilitator , \' 

E-3 Room Facilitator - <> 

* 

LUNCH ; . . . . l£00-J:00 ' 

66 
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NITTY GRITTY SESSIONS . .* ;..*.... 1:00-2:30 



C 



/This is Where It's At"-integrating activities with specific lesson 

objectives for various subjects <. . . r-** 1:00—2:30 

MATERIALS DISPLAY . - : 2:30-3:00 



\ 

\ 

4 / 
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Appendix F 



♦ FEEDBACK QUESTIONNAIRE 

Directions. This questionnaire is designed to obtain your reactions and suggestions for improving 
future staff development workshops. Please' respond to each item and provide addi- 
tional comments to explain your answer wftere necessary. 



1. The~content of this in-service' program was adequate. 



Comments: 



Yes □ No □ 



2. The learning activities helped me achieve the'wp*Kshop objectives. 

4 

Comments: 



Yes □ No D 



3. The learning activities were appropriate to the knowledge and 
skills being taught. ' 

Comments: 



Yes [3 No □ 



4. 'The workshop leaders were qualified to-present the knowledge 
and skills. 

. /. 
Comments: , . * % 

•'•./•• -■' % 

i 

5. Sufficient resource materials were available for use. 
Comments: 



Yes □ No □ 



Yes □ No □ 



J 



6. The learning-activities were logically sequenced. 



Comments: 



Yes □ No d 



7. The handouts provided useful information. 
^Comments: 



Yes (ZD No-er 



8. I feel I have learned the skills presented. 
Comments: 



Yes" □ No ,p 
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4 

TEACHER SURVEY QUESTIONNAIRE 



If we can assyme that you as a teacher feel that students should become more involved in 
cumclilum planning, would you be willing tosupport efforts in forming a student curriculum 

committee? Yes No , * 

Why or Why Not?- . 

• > - 



If a -committee of students were to be formed, would you agree to the following, two students 

from each grade level, the staff development leader, a teacher, and a counselor? Y^s 

No ^ 

If no, who would you suggest to be included on the committee?.- 



Would you be in favor of the above committee planning a student all day in-service workshop 

to be held later-this year? • Yes No 

If no. Why? , ' c , 



If a student in-service day were planned, would you attend? Yes No 

If no, why not? 
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, - CREDIBILITY REVIEW PANEL MEMBERS 

Thts/ural school career guidance project represents an effort to build upon the unique strengths of tfie rural setting 
and to overcome the problems faced by educators, parents, employers, and students in rural schools and communities. 
The use of local credibility Yeview panels was designed to provide an assessment of the relevance and feasibility of the 
ruralized processes and products generated as a result of this project. Individuals representing educators, students, 
parents, and employers were organized into fifteen review teams across the states of Michigan, Wisconsin, and Ohio. The 
following individuals gave freely of their time and competencies over a year's period t^> increase the effectiveness of our 
efforts. \ • ' 



MICHfGAN *j " 

Kenneth Groh, Administrator, Power* ^ 
Dtnnis Stanek, Administrator, -Rapid River 
8111 Winlnger , Administrator, Republic. 
Dave Gal I metti , Administrator, Republic 
Pater Rigont, Administrator, White Pine_ 
Eart EJlason r Teechar, Champion 
Dave Monn, Teacher, White Pine 
Ray Pomroy, Counselor,, Laurium 
Barbara Stabler, Counselor, Hubbati 
John Peterson, Counselor, Gladstone 
Charles Kalhoefer, Counselor, Stephenson 
Bonnie* Hansen, Counselor, Powers 
Mteheel Mel drum, Counsaior, Marquette 
Kenneth C. Ivto, Counselor, White Ptna ' 
David Hooker, Stu&ht, Ahmeek 
Matt Amann, Student, Gladstone 
Theresa Lepthlen, Student, Escanaba , 
Keith Johnson, Student, Republic 
Reata Mayo, Student, Republic 
Anita Nlaml, Student, Republic 
Craig L Klnnunen, Student, White Pine 
Cynthia Mayfield, Student, White Pine 
Edith Jentch, Community Rep., Laurium 
Roy $wanson, Community Rep., Escanaba 
Lois Miron, Community Rep.« Republic 
Ban Mykkanen, Community Rap., Republic 
Susan Bekkaia, Community Rep., White Pine 
Dale Ha nee. Community Rep., Calumet 
Capt. Robert Hartman, Community Rep., 
Gladstone 
« 

Special thanks is extended to the following 
Career Education Planning District (CEPD) 
coordinators who provided much leader 
ship and coordination to the material review 
process* 

Thomas Pferson * Marquette ■ 

Alger Intermediate School District * 
Paul Kimball » Copper Country 
* Intermediate School District 
W. Laroy Uimakka • Gogebic Ontonapon 

Intermediate School District 
Ivan Ryarv& Karl Arko - Delta-Schoolcraft 

Intermediate Schoof District 
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rr ■ • • 

Epward Pogue, Administrator, Portsmouth 
William 'Mann, Administrator, Hebom 
Hagar Sphrlock, Adm^nJgcator, Wheel ersburg 
Ray Teamey, Administrator, Fremont 
_ Gerald Snyder t Adm rru strator , Chillicothe 
^ Everett Park, Administrator, Chillicothe 
# Helen Snyder, Administrator, Wavariy 
Deroid Figgins, Administrator, Montpeiier 
Stanley Miller, Administrator, Clarksburg 
Max Knisley. Administrator, Chillicothe 
Carl Fogle, Administrator, Navarre 
Tony Zuppe, Administrator, Alliance 
Kenneth Schppan, Teacher, Canton 
Mary Lou Wechtei. Teacher/Messlllon 
Milton Millar, Teacher, Navarre 
John Smith, Counselor, Canton 
Robert Mason, Counselor, Granville 
Joy ca Wind nagfe, Counselor, Defiance 
Donald Anderson, Counselor, Bainbridge 
Donald Kerr, Counselor, Westerville 
Wesley Snyder, Student, Canal Fulton 
Dallas Chaffin, Student, Chillicothe ^ 
Jim Hoover, Student, Napoleon 
Jilt Decker, Student, Sherwood 
Kim Burton, StufJent, Portsmouth 
Dudley Nichols, Student, Portsmouth 
Vance Holtac, Student, Johnstown 
Carolyn Ford, Student, Johnstown 
Paula Morgan, Student, Chillicothe 
Wada Golay, Community Rep., Canal Fulton 
Mabie Allay, Community Rap., Londonberry 
Meri Bauman, Community Rep., Napoleon 
William Hall, Community Rep., Wheelereburg 
Lena Rowa, Community Rap., Portsmouth 
Janet Everett, pommunlty Rep., Johnstown 
U6yd Blxler, Community Rep., Newark * 
Pern Whalay, Community Rep., Wauseon 
Charles Knapp. Community Rep., Chillicothe 




WISCONSIN 

Ted Kakaliouras, Administrator, Bangor 
Fred Ponschok, Administrator, Shawano 
Al Szepi, Administrator, LaFarge 
Eugene Hawkinson, Administrator, Belmont 
Jim Wall, Administrator, Platteville 
Alan Baeler, Administrator, Johnson Creek 
Theresa Worachek, Administrator, Reedsvitle 
Jim Romskog, Teacher, West Salem 
' James Leavitt, Teacher, Belmont 
Mergo Thlede, Teacher, Platteville 
Leona Chadwick, Teacher, Ft Atkinson 
Grant Mattes, Teacher, Reedsvitle 
Susan Zimmerman, Counselor, Oneiaska 
Thede Gill, Counselor, Platteville 
Terry Van Hlmbergen, Counselor, Johnson Creek 
Larry Olson, Counselor, Readsville 
Charlotte Buckbae, Counselor, Shawano 
Kevin Berg, Student, Bangor^ 
Jo EUen HesseJberg, Student, Sparta 
Jackie Buckhop, Student, Balmont 
Ron Voigts, Student, Belmont 
Theresa Stuehler, Student, Wetartown 
Mitch Wintar, Student, Johnson Creek 
Kathy Welch, Student Readsville 
Tim Wenzel, Student, Readsville 
Steven Broder, Student, Shawano 
Stave Derm, Student, Shawano 
Juanlta Reach, Student, Shawano , 
Charlotte Hoffmann, Parent, Bangor 
Shirley Heins, Parent, Belmont 
Mr, & Mrs^Willtem Daley, Parents, Greenieaf 
Uoyd Niedfeldt, Community Bap., Bangor 4 
Joseph Klein, Community Rep,, Cuba City 
Hal en Krausa, Community Rep., Johnson Creek 
Betty Lemberger, Community Rep., White! aw 
William Becker, Community Rep., Shawano 
J. A. Kesten, Community Rep,, Shawano 
Charles Merohl, Community Rep., Shawano 
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Rural America Series 

* Career Guidance Program Support Information Documents 

z State of the Art Review " 

Life Role Development Model 
Career Guidance Resources \ ^ 

* Career Guidance Program Process Handbooks 

' Planning and Implementation 

* 

Career Development Needs Assessment 
Behavioral Objectives 
Resource Assessment 
Deciding via Evaluation 
Career Guidance and Counseling for Groups and individuals Handbooks 
JJareer Counseling in the Rural School 

Desk Reference: Facilitating Career Counseling and Placement 

An Individualized Approach to Career Counseling and Career * 
Placement 

'\» Transitional Career Placement in the Rural School 
Qdreer Guidance Practices 

T Qareer Guidance Program Support Functions Handbook * r 

- — - - - v 

Staff Development * " 

* * 

-Community Relations and Involvement * 

* Rural Community Perspectives toward Career Development 
t . 

1 * — 

For ordering information (individual and quantity prices) and/or in service training technicar 
assistance, contact: * . 

*> * 

The Center forVocational Education- ^ ~ 

CVE Publications" 
The Ohio State University ^ 

196a'Kenny Road 
Columbus, Ohio 43210 
^ . (614)486-3655 * ' * 
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